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INTRODUCTION TO ND GRANTS

Welcome to the ND Grants System! ND Grants is a new, highly configurable grants management system
that will fulfill FEMA’s strategic initiative to consolidate the entire non-disaster grants management
lifecycle into a single system. In addition, ND Grants provides many upgraded features to help you
manage your applications more efficiently. The ND Grants system was developed to:

e Consolidate a collection of disparate stove-piped and manual systems

e Improve on significant inefficiencies in the current systems

e Have the capability to configure new programs within the system without the involvement of
developers

The system is being implemented via a phased approach in which system functionality is released to
coincide with stakeholder need for the functionality. The first release of the system has functionality for:

Grant application
Award acceptance
Amendments
Performance Reporting

Future releases will have additional system functionalities that will allow ND Grants to support the entire
grant lifecycle including functionality for award closeouts, sub-grantee functions, and financial payments.

NOTE: The current release of ND Grants does not have functionality for sub-
grantees. Only primary grantees will be submitting applications and
managing awards in ND Grants.

There are many ways that ND Grants will make your job as a grantee easier. Here are a few:

e ND Grants is a user friendly system and provides easy, logical access to all functions

¢ ND Grants makes tracking your applications and awards easier by providing various filter options
Information will be automatically downloaded from Grants.gov applications into ND Grants
applications for review

The application is tailored to the Program Guidance of the funding opportunity

ND Grants makes accepting or declining awards very simple and fast

Email can be managed from a single location in a standard manner

ND Grants makes managing and creating organizations much easier, specifically:

o There will be less chance to have duplicate names for the same organization

o Users assigned to an organization will have specific roles, which will enable them to perform
specific operations for the organization

o ND Grants provides the capability to view all organizations, whether you belong to them or
not

o ND Grants improves the process for managing an organization’s contacts
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TRAINING ORGANIZATION

TRAINING AUDIENCE

This training manual is relevant for all grantees that will create and manage applications and manage
their awards in the ND Grants System. Though this training material is primarily for grantees, it will also
benefit FEMA personnel who need to understand the grantee functionality in the system.

PURPOSE AND ORGANIZATION OF TRAINING GUIDE

The training manual is organized into modules corresponding to high-level functions within the system.
Each module consists of a set of lessons that walk through the steps needed to complete the function
(module). The modules are organized to follow the tasks a grantee would need to perform in the system.
Modules and lessons build on the previous module/lesson and assume that the participant has completed
the previous module/lesson. Each module has a brief overview on the purpose of the module along with
a high-level flow of the function. Specific functional details of activities are provided under individual
lessons.

OBJECTIVES

After completing this manual, you will know how to:

e Login to the system

e Describe the basic organization and screen navigation

e Understand how to submit an application via Grants.gov, and how to complete an application in
ND Grants

e Manage grantee organizations and their contacts

Create grantee organizations and handle access requests to the organizations from other grantee
users

Use the ND Grants email

Review, accept, or reject awards

View, update, and create amendments for award packages

Review and submit performance reports
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MODULE 1: REGISTRATION AND LOGIN

MODULE 1: OVERVIEW

This module provides instruction on how to register for and log into the ND Grants System, as well as an
overview of the organization of the tasks and functions that a grantee can perform in the ND Grants
System.

MODULE 1: OBJECTIVES

At the end of this module, you will know how to:

Register with FEMA

Obtain a User ID and Password to use ND Grants

Login to ND Grants

Understand the organization and navigation of functions and tasks on the ND Grants homepage

MODULE 1: LESSON 1: INITIAL FEMA REGISTRATION AND LOGGING INTO ND GRANTS

To get access to the ND Grants system you must first register with FEMA. Registration is a simple
process that can be initiated in the ND Grants portal. After the registration process is complete with
FEMA, you will have a User ID and password that can be used to log into ND Grants

NOTE: If you have already registered but forgot your User ID or password
click on the Forgot Password? or the Forgot ID? help links for further
assistance.

1 Go to https://portal.fema.gov

» The FEMA Login Screen will be displayed

.

FEMA Home

FEMA - DHS Integrated Security and Access Control System

QUR MISSION
To reduce loss of life and property and protect our nation's critical infrastructure from all types of hazards through a comprehensive, risk-based, emergen 1t program of
mitigation. preparedness. response and recovery

Espafiol English

*denotes required field

Login | Reset

Session expires in thirty minutes for this application

(__Forgotip? ] [[ForgotPwd/PIN? | [ New User?

This computer system is operated and maintained by the United States Government for the use of ts staff, contractors. and other athorized users. You enjoy no expectation of
privacy in your use of the System, whether for official business o for limited personal use. Activity on this system is subject ta monitoring in the course of system administration
and for the purpose of protecting the systern from unauthorized use. System administrators may provide possible evidence of eriminal activity or other misconduct to law
enforcement and other appropriate officials. In addition. all information on this computer system may be examined by and disclosed to authorized personnel for official purposes
By authenticating yourself to this system, you consent to these terms of use of the system

Espafiol | Accessbity | Site Help | Site Index | FEMA Contact | FEMA Home
FEMA 500 C Street SW. Washington, D.C. 20472 Phone: (202) 565-1600
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2 Click the New User? button at the bottom of the login screen

» An Image Verification Screen may be displayed

FEMA - DHS Integrated Security and Access Control System

Complete the question and answer below to help protect your personal data from automated attack

If you cannot view the image for any reason. please click here to proceed

Please type the characters appearing in the picture

Note: You can try no more than three times. This is your first try.

reainds

reaings

suomit ] Reset ]

.,

FEMA Home

Espafiol | Accessbiity | Site Help | Site Index | FEMA Contact | FEMA Home

FEMA 500

C Street SW, Washington. D.C. 20472 Phone: (202) 566-1600

3 Enter the characters appearing above the entry box, and click the Submit button

» A Personal Information Screen will be displayed

PERSONAL INFORMATION
Title *

LOGIN INFORMATION

“ou will need to save your user ID and pas

*
UseriD minimurn length is 7, maximum length is 14, cannot contain ”, space character, ', #

ADDRESS

Plzase note that

* denotes required field

uszer ID iz converted to all lowercase characters.

Street * | 1234 street
i —
Zip Code * 71044 format iz 01234, 01234-5678

ADDITIONAL ADDRESS
Street

|

State Abbreviation
Zip Code

CONTACT(S)

Click the "Search” button to obtain a list of Organizations. Please do not enter duplicate names.

Organization

Contact/Business Phone *

-selectone- ¥

H

format iz 01234, 01234-5678

| searcy

,=._
T

|—| ‘Business phone extension l:l

vord, it will be required each time you legon to the sy:
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Enter the information requested

After you finish entering the details on the Personal Information Screen, click the Submit button
» The Create Password Screen will be displayed

FEN l\ _ DHS Integrated Security and Access Control System

FEMA Home

CREATE PASSWORD

Password: Password strength Better
[ I

minimum length is 8, maximum length is 14. cannot contain "

space character. ' #

Confirm Password:

minimum length is 7, maximum length is 14, cannot contain "

space character. ' #

You will need to save your user ID and password, it will be required each time you logon to the
system.
Please note that user D is converted to all lowercase characters.

( Submit ] Resel ]

Espariol | Accessibilty | Site Help | Site Index | FEMA Contact | FEMA Home
FEMA 500 C Street SW, Washington, D.C. 20472 Phone (202) 565-1600

6 Enter your password and confirm your password, then click the Submit button. Please remember your
password as it will be used to access ND Grants every time. The password must be 7-14 characters
long and cannot contain any special characters.

» The Congratulations Screen will be displayed

-*% FEMA - DHS Integrated Security and Access Control System > ¢
| & EE 1 > s FEMA Home | Logout

Available Applications Inbox Profile

Congratulations! Your account is registered.
You currently do not have access to any applications. To request access, please click the button below.

(Click here to request new privileges ]

Espafiol | Accessibility | Site Help | Site Index | EEMA Contact | FEMA Home | Logout
FEMA 500 C Street SW. Washington, D.C. 20472 Phone: (202) 566-1500
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7 Click the Click here to request new privileges button
» The Request Access Screen will be displayed

FEMA Home | Logout

FEMA - DHS Integrated Security and Access Control System

Authorized Applications Inbox Profile

In order to request access, click on the button next to the system name below.

Community Information System

Sib

QB) Disaster Response Contractor Registry
é‘\ o [RequestAccess
I

DMARTS

Request Access

[
DRCR

Request Access

Disaster Reservist Workforce Portal

v.%ﬂ% Request Access
Ot

Firefighters Grants

@ Request Access

\’_\7_,)‘

m FMAGP eGrants Internet Site
V Request Access

ey FRRATS PLUS
=
ﬁ"l Request Access

8 Scroll down the screen to find the ND Grants icon, and click the Request Access button next to the
icon
» The Access ID Screen will be displayed
FEM A - DHS Integrated Security and Access Control System

FEMA Home | Logout

Authorized Applications Inbox  Profile

Please provide valid access ID in order to obtain access privilges to the system. The Access ID iz provided by the program area gponsoring this system,

L 1

Submit | | Reset | | Cancel

NOTE: If you are not participating in an in-person ND Grants training session, you
can request the access code by calling the Enterprise Service Desk at 1-888-
457-3362 or sending an email to fema-enterprise-service-desk@fema.gov.
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9 Enter access code and click the Submit button
» Your Grantee Home Page Screen will be displayed indicating that you successfully logged into
ND Grants

E APPLICATIONS GRANTS MANAGEMENT | & ORGANIZATION % MAIL CENTER
w  Creste N i » Award Packages (33) » Organizations (40)  New Evais (327)

;: u;su;m;:d @ i »  Amendments Pending Submission(1) i P Contacts (22) » Old Emails (5}

¥ Submitted (284) : »  Amendments Pending Review (14) e Heget= (1) » Sent Emails (20)

»  Revision Requested (13) »  Relessed Amendments (0) H

¥ Performance Reports Due (5}

MODULE 1: LESSON 2: LOGGING INTO ND GRANTS

1 Enter https://portal.fema.gov into your web browser.
» The FEMA Login Screen will be displayed

1A - DHS Integrated Security and Access Control System

FEMA Home

‘OUR MISSION
To reduce loss of life and property and protect our nation's critical infrastructure from all types of hazards through a comprehensive. risk-based. emergency management program of
mitigation. preparedness, response and recovery

Espafiol English

* denotes required field

“User ID: [ndg_grantees

[ Login ][ Reset ]

Session expires in thirty minutes for this application

(_Forgotioz ] [ [ForgotPwaPiN? | [ NewUser?

This computer system is operated and maintained by the United States Government for the use of its staff, contractors, and other authorized users. You enjoy no
expectation of privacy in your use of the system, whether for official business or for limited personal use. Activity on this system is subject to monitoring in the course of
system administration and for the purpose of protecting the system from unauthorized use. System administrators may provide possible evidence of criminal activity or
other misconduct to law enforcement and other appropriate officials. In addition, all information on this computer system may be examined by and disclosed to
authorized personnel for official purposes. By authenticating yourseff to this system. you consent to these terms of use of the system

Espariol | Accessiity | Site Help | Site Index | FEMA Contact | FEMA Home
FEMA 500 C Street SW. Washington. D.C. 20472 Phone: (202) 565-1600

Login using your User ID and password
3 Click the Login button

» Your Grantee Homepage Screen will be displayed
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il APPLICATIONS GRANTS MANAGEMENT  #3§ ORGANIZATION 04 MAIL CENTER
Creste »  Aveard Packages (33) » Organizations (40) » New Emais (327}
: u:‘su:m;:d @) %  Amendments Pending Submission(1) ;% Contacts (22) » Old Emaiks (5)
»  Submitted (284) »  Amendments Pending Review (14) § % AccesRequests (1) » Sent Emails (20)
) »  Released Amendments (0) :
#  Performance Reports Due (5)

|MODULE 1: LESSON 3: ORGANIZATION AND NAVIGATION OF FUNCTIONS AND TASKS

[j APPLICATIONS

GRANTS MANAGEMENT % ORGANIZATION % Pt e e

i % Organiztions (40)
ission(1) i » GContacs(22)
(14) | % AccesRequess(1)

Create New
Unsubmitted (7}
Submitted (284}
Revision Requested (13}

#  Award Packages (33)

¥ w x

ND Grants P ==
in as: john smith
AM = E
P " . .
Applications } Applications Tab
[ _J
(L Listed below are the pending activities for your role within the system. You can etther go to a specific activity by dlicking an the hyperlink below or use the left hand side
Creste navigation links o sccess 3 specific function that you want to work on,
Update
Monitor Manage Applications

7 applications pending submission

13 spplication ravision request pending ravisw and 284 spplicstion submitted

Actions

FEMA | Provide Fesdback | How To | Glossary | Help | Privacy Stetement
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The following are the components of the system screens:

Tab: The Home page has five tabs — Home, Applications, Grants Management, Organization, and Malil
Center. These tabs help organize the functionality in a logical way. The tabs are organized to follow the
tasks that the grantee has to complete. Similar tasks are grouped together. For example, the
Applications tab contains all the functions related to the creation and managing of applications.

Task Groups: The Home Page has four task groups: Applications, Grants Management, Organization
and Mail Center. The task groups categorize the grantee tasks into the different functional areas
corresponding with the tabs on the top left corner of the screen. The task groups provide a quick and
organized way to access all of the tasks contained within each tab.

Tasks: The individual grantee tasks are listed under each task group. For example, the Applications
function column may have up to four tasks: Create New, Unsubmitted, Submitted, and Revision
Requested. The number of pending records for the task is also displayed in parenthesis after the task
name.

Actions: When the screen related to each tab (or task group) is displayed, there are several links on the
left hand navigation bar, which are called actions. For example under the Applications Tab, there are
three actions: Create, Update, and Monitor. Other tabs have other actions that follow the same principal.

NOTE: The actions are also referred to as left hand menu links in the training
manual.

MODULE 1: LESSON 4: USING THE HELP LINKS

ND Grants has a comprehensive Help Guide that will provide help on any particular screen or function.
The bottom portion of each screen in ND Grants contains two types of Help links:

e The Help link
e The How to link

Homeland Security Grant Program Edit Profile | Change Password | Logout :Grantee Lastname

Applications Grants Management Organization Mail Center ER

Add/Update Multi-Applicant Partners

Overview

Contact Information
You indicated in Overview section this Investment will be submitted with partners. Please provide the Investment partners below. To

greleiniomae add a partner, click the Add Partner button below. To update or delete a partner, click the appropriate link under the Action column.

Project Information
Investment Overview Investment Name: Second Investment Investment Phase: Ongoing
Investment Details State/Territory Name: vigna Port Area/Urban Area/Submission Type: state submisscn

Budget N N .
= o View Mid-Term Review Feedback
Additional Information

Attachments

Partner Submitting

Assurances and Certifications Alignment Sheet State/Urban Area Contact Phone Email Action
Submit Application
Add Part Help Link
amner How To P
Print Application
[ Go Backl l Save l l Save and Continue l

FEMA | Provide Feeback! How To [Glossary}| Help |[Privacy Statement

1 Login to ND Grants and click on the Applications tab
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Click the Help link on the bottom of the Applications Homepage screen

»In a new window, the main Help screen will be displayed.

Click on the Table of Contents (TOC) links and select the corresponding link to the topic you would

like to learn more about.

» The topic

4 To close the

you selected will be displayed on the right hand side of the screen.

Help window, click on the X (Close Tab) on the top right corner of the web page.

NOTE: Alternatively, you can also use the Search feature on the top of the screen to

TOC

[[AMND-Grants Overview

assist you in finding specific help screens.

e :xg P ¥aprxaH DB SO & | madcap

[HAapplicant i Grantee Functib

[[AMND-Grants Screens
[ Owerall Screen Layout,
[HMenu System
O Composition of NO-G

ian of the Help screens covers descriptions of the screens Search bOX ollowing high-level topics are coverad,

TOC (Table of Contents)

O common Sereen Functions TR

[AHome Page * Compasition of ND-Grants Screens
Owerviews Screens

& . ® Common Screen Functions

DList Screens

O Review Screens
EPop-Up windows
[ Grantee Functions

< |
O Toc

[E1 Index

47 Search

I Favorites

Home Page

Overview Screens

ListScreens

REVIEW SCREENS

* Pop-Up Windows

| %

Clicking the How To link in ND Grants will open a new window displaying simplified,
step-by-step instructions on how to complete each major function when completing an
application. Each set of instructions is accompanied with a basic flow diagram. The
How To help has a Table of Contents and a search feature to assist you in finding
functions.

Note: There are some context-sensitive help links within the text on some of the
screens. Clicking these links will display an explanation of the term, or displays the
relevant webpage. These help links appear in blue.
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MODULE 1: SUMMARY

After completing this module, you should be able to create a new FEMA User ID and password, log into
ND Grants, understand the basic organization and navigation of the functions and tasks on the home
page, and find the online help guide.

MODULE 2: MANAGING ORGANIZATIONS

MODULE 2: OVERVIEW

In order to perform work on any applications or awards, you must belong to the organization with which
the application or award is associated. The Organization tab allows users to perform tasks related to
organizations to which they belong. Grantees can add / update the organization and add default contacts
for organization(s). In addition, from the Organization tab, you can manage organizations; view
organizations to which you do not belong and request access; view other grantees with access to your
organizations; and review / approve organization access requests.

Users that do not currently belong to an organization must request access to it; only an Organization
Administrator can approve the access requests. Users can view other users who belong to the same
organizations as they do. Users with the Organization Administrator privilege can update the organization
information and modify other user’s privileges for the organization.

In order to perform any of the manage organization functions; you must be on the Organization tab at the

top of the screen.

NOTE: Applications and awards will not be listed on your screen if you do not belong
to the organization with which they are associated.

MODULE 2: OBJECTIVES

At the end of this module, you will know how to:

View organizations to which you already belong

Add a new organization

Update an organization to which you belong

Add and update contacts for the organizations that you belong

View organizations to which you do not have access and request access

View other users with access to your organizations

Modify other user’s roles for your organization (as the Organization Administrator)

MODULE 2: LESSON 1: VIEWING ORGANIZATIONS, WHICH YOU BELONG

Organizations you belong to will be listed on the Select Organization screen, which is the first screen
displayed when you create an application. If you belong to an organization, you can add contacts for the
organization and additional system users of the organization.

1 Under the Organization tab, click the Organizations left hand menu link

» The Manage Organizations screen will be displayed, listing all the organizations which you belong
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ange Password | Logout

Overview
‘Drganizations
Contacts

Review Access Reguests
System Users

Reguest Access

Manage Organizations

A list of organizations is provided below. To update or delete an organization, click the link under the Acfion column, To 2dd a new crganization, click the Add Crganization

button.

Total Humber of Records: 40
Display:10 20 50

o Address City State Zip Action
EADIS-IEM-REI Alliance 11115unset Hill Blvd Suite 303 Reston VA 20171 Update
REI Systems Inc 200 Fairbrocks Dr Suite 103 Herndaon VA 20170 Updzte
REI International 14325 Willzrd Road Suits 200 Chantilhy VA 20151 View
Sterling Park Fire Department 89 Sugrind Dr Herndaon VA 20170 Updzte
Eramble Enterprises 32 W 3nd St Newi Yark NY 10001 Update
BTC Cansulting 1801 Buttonwood St Ste 1511 Fhilzdelphia PA 15130 View
Gaovt Public Relztions Agency 1322 Space Park Cr Houston T F7058 Update
Harris County Gowvernment Public Safety 2573 Hamilton Rd Lagrangs GA 30241 View
Doook Agency 836 South St Henolulu HI 98513 View
Deyermann ‘s Agency 7530 State Line Suite 205 Prairiz Vilags ES 65208 Update

1234 Next=

Add Organization

eort: 2 T W] B

FEMA | Provide Feedback | Haw To | Glessary | Help | Privacy Statement

MODULE 2: LESSON: 2: ADDING AN ORGANIZATION

1 Under the Organization tab, click the Organizations left hand menu link

» The Manage Organizations screen will be displayed, listing all the organizations which you

belong

2 Click the Add Organization button
» The Add/Update Organization screen will be displayed



SIS

@ FEMA Grantee Training Manual -16 -

Edit Profile Change Password |
Logged in as: john smith
Last Login 3/15/11 1:45 PM = E

Logout

Grants Management Mail Center

Organization

Add/Update Organization
Cwervisw Plzase provide the following organization information. Whean you are finished, ciick the Save and Continue button below,
Organizations Mote: Fields marked with an * zre required,
Contacts
‘Organization Information
Review Access Requests
- i 3 Texas Border Patrol
B ‘Organization Mame:
Request Access = Employer ldentification Mumber: 12-2458789 ?
* Are you sharing an EIM with ancther crganization? @ No (" Yes
If yes. please enter the name of the entity with whom you share
an EIN:
* Does your organization have a DUNS Mumber? N (®ves (2
If yes, please enter the DUNS Number: 123456789 ?
= Organization Type: IState Governments ;I
If you selected Other above, please specify:
Headquarters or Main Station Physical Address
* Addressi: 1224 Test Ave
Address2:
- City: Arlington
* State: | Texas =l
- Zip: 22201 - {e.g. 12345-6789) Ne=d help for ZIF+47
= Congressicnal District: ITX vl - 0o e.g. 001}
Mailing Address *
Same As Physical Address: W 2
Address 1:
Address 2:
City
State: | |
Zip: - Meed help for ZIP+47
Return to Crrganizations | Save
Save and Continue |

3 Complete the organization details and click the Save and Continue button
» The Organization Details (confirmation) screen will be displayed



" ND Grants

& FEMA

Grantee Training Manual

-17 -

EditProfile | Change Password | Logout
Logged in as: Grantee Lastname

Applications

4  Click the Return to Organizations button

Grants Management

Organization Details

Organization

The following organization was added fupdated successfully. To return to organizations, click the Retrm fo Organizations button below

Note: Fields marked with an * are required.

Organization Information

Organization Name:

Are you shaning an EIN with another organization?

¥ yes, please enter the name of the endity with whom you share an EIN
Does your organization have 3 DUNS Numibe

¥ yes, please enter the DLINS N

Organization Type

¥ you selected Cther above, please speciy

Headquarters or Main Station Physical Address
#adress

Anaress2

Cay

State

Ip

Congressional Distnct
Mailing Address *

Acdress 1

Address 2

Cey

State:

Zp

Retum to Organizations |

Harris County Government Public Safety
23-2424247
No

Yes
60-160-1606
Stale Governments

2573 Hamilton Rd

Lagrange
Georgia
30241

VA - 001

2573 Hamilton Rd

Lagrange
Georgia
30241

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

» The Manage Organizations screen will be re-displayed

Last Login 8/25/09 4:21 PM (- Nr]

MODULE 2: LESSON: 3: UPDATING AN ORGANIZATION

Only the Organization Administrator can update the organization’s information. Once application(s) have
been submitted by the organization, the Organization Administrator will not be able to update the

organization’s information as described below, but instead will need to create an Organization Address
Change amendment (see Lesson 4).

Manage Organizations

Display: 10 20 50

Western

Central

Eastern

Southern Organization
Davenpart Fire Department
Steph Vendor Test
Morthern

Katie's Organization
Steph Test 2

REI Systems Inc
1234 Next>

Add Organization

1

Total Number of Records: 31

Organization
1000 Main St

200 Central Ave Suite 2000

321 adf

999 Test St

12345 Main St.
test 2001

928 Front St

1111 test drive

100 5t

101 Fairbrock Ave

A list of organizations is provided below, To update or delete an organization, click the link under the Adfion column, To add a new organization, dick the Add Onganization button.

City
Sesttle

Davenport

Newi York

Sesitle

Davenport

Test 22

Chicage

Baltimore
\Washington

Herndon

Under the Organization tab, click the Organizations left hand menu link

» The Manage Organizations screen will be displayed, listing all the organizations which you

belong
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2 Click the Update link for the organization you want to update
» The Add/Update Organization screen will be displayed, listing the current organization details

3 Modify the organization details and click the Save and Continue button
» The Organization Details (confirmation) screen will be displayed

4  Click the Return to Organizations button
» The Manage Organizations screen will be re-displayed

NOTE: Once an organization submits an application, the View link will be displayed for
the organization on the Manage Organization Screen, indicating that the
organization information can only be modified by creating an Organization
Address Change amendment.

The organization information fields are read-only for grantee users who do not
have the Organization Administrator role.

MODULE 2: LESSON 4: CREATING AN ORGANIZATION ADDRESS CHANGE AMENDMENT

Once the organization submits an application, the organization’s address can only be changed by
creating an Organization Address Change amendment. Only the Organization Administrator has the right
to update the organization’s information or create an Organization Address Change amendment.

1 Under the Organization tab, click the Organizations left hand menu link

» The Manage Organizations screen will be displayed, listing all the organizations, which you
belong.

2 Click the View link for the organization you want to update
» The Organization Details screen will be displayed, listing the current organization details
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Edit Profle | Change Password | Logout

-antee group
Grants Management Organization Mail Center L= e SR e B BR

Organization Details

Overview The following organization was added/updated successfully, To return to organizations, click the Retum fo Organizations button below
‘Organizations Note: Filds marked with an * are required.
Contacts

Grganization Information
Review Access Requests

Organization Mams: Wastern
System Users ——

Employer Identification Mumber: 12-1234587
Request Access Are you sharing an EIN with another organization? N

If yes, please enter the name of the entity with whom you share an

EIN:

Does your organization have a DUNS Number? Yes

If yes, please enter the DUNS Number: 12-122-1234

Organization Type: State

If you selected Other above, plesse spedify:

Headquarters or Main Station Physical Address

Address1: 1000 Main 5t
Address2:

City: Seattle
State: ‘Washington
Zip: 99828 1928
Congressicnal District: WA - 001

Mailing Address *

Address 1 1000 Main St
Address 2.

Citw Seattls
State: ‘Washington
Zip: 99828 1228
Congressicnal District: WA - 001

Mailing Address *

Address 1 1000 Main St
Address 2.

City: Sesttle
State: ‘Washington
Zip: 99828 1928

[(Return to organizations | ( Creste Amendment D

FEMA | Provide Feedback | How To | Glessary | Help | Privacy Statement

Click the Create Amendment button
» The Create Organization Address Amendment screen will be displayed, allowing you to
update the physical and mailing address of the organization.

Update the organization information on the screen and click the Save and Continue button

» The Organization Address Amendment Confirmation screen will be displayed, listing any
awards that have an in-progress amendment or deobligation. The Organization Address Amendment
cannot be submitted until the outstanding amendments and deobligations for the award are
processed.

Once the amendment is submitted, an Organization Address Change amendment will be
automatically created and approved for each award submitted by the organization.

NOTE: The organization address change will automatically be reflected on
applications that have not yet been submitted.
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|MODULE 2: LESSON 5: REQUESTING ACCESS TO BELONG TO AN ORGANIZATION

1 Under the Organization tab, click the Request Access left hand menu link
» The Request Access to Organizations screen will be displayed. The screen will list all the
organizations to which you do not belong.

Edit Profile nge Password | Logout

Crants Management | Organization | Mail Center

Request Access To Organizations

P A list of organizations for which you may request access is provided below, To request access to an organization, click the Request Accesslink under the Action column., To search for
=n arganizstion, dick the Sesrch button,

Organizations

— Total Number of Records: 47

Display:10 20 50

Review Access Requests Hame Address City State e Access Status Action
System Users Western 1000 Main St Sesttle WA 33828 Approve View Request
Request Access Western 1000 Main St Sesttle WA 95828 Approve

Central 101 Main Strest ‘Washington oC 20005 Approve

Eastern 321 adf New Yark NY 28393 Approve

Southern Organization 995 Test St Sesttle WA 12345 Approve

Southern Organization 995 Test St Seattle WA 12345 Approve

Steph Vendar Test test 2001 Test 22 AK 00000 Approve

Test Vendar Email 111 Main Ave Charlotts NC 12552 Approve View Request

Steph Test 3 111 Test Drive Albamy NY 12390 Request Access

Narthern 928 Front St Chicago I B9099 Approve View Reguest

123 .5 Nexts Exporl:@ T W=

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

2 Find the organization to which you want to request access. If you do not see it listed on the screen,
click the Search button to find it.

3 Click the Request Access link next to the organization to which you want access
» The Request Access screen will be displayed



Grantee Training Manual -21-

Edit Profile Change Password |
Logged in as: Grantee Lastname

Organization

Logout

Applications Grants Management

AR

Mail Center

Request Access

Overview You have selected to request access to the organization provided below. To continue, click the Submit
Organizations button. To cancel, click the Go Back button.
Contacts

Note: Fields marked with an * are required.
Review Access Requests

System Users Organization Information
Request Access Organization Name: D M Construction

Headquarters or Main Station Physical Address

Address1: 773 E Broadway
Address2:

City: Boston

State: Massachusetts
Zip: 02127
Conaressional District:
Contact Address

Address 1: 773 E Broadway
Address 2:

City: Boston

State: 22

Zip: 02127

Access Request Comments

B 7 U == Aa@a|v-o

* Message:

(4000 characters left)

| GoBack | | Submit |

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

4 Provide your reasons for requesting the access under the Access Request Comments section in the
Message box, and then click the Submit button.

NOTE: Check your email to see if your access request was approved. You can also
click the Organizations left hand menu link to see if the organization is listed as
one of the organizations to which you belong.

MODULE 2: LESSON 6: REVIEWING/APPROVING ORGANIZATION ACCESS REQUESTS FROM
OTHER USERS

Only the Organization Administrator can approve access requests for the organization.
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1 Under the Organization tab, click the Review Access Requests left hand menu link
» The Review Organization Access Requests screen will be displayed, listing your outstanding

access requests.

ND Grants

Edit Profile | Change Password | Logout
Logged in as: Grantee Lastname

Overview

Organizations

Contacts

Review Access Requests
System Users

Request Access

Applications Grants Management Organization Mail Center . (— )R]

Review Organization Access Requests

A list of users who requested access to your organization is provided below. To review the request,
click the link under the Action column.

Total Number of Records: 1
Search
Display: 10 Quick Filter: | Pending ~ \ Go \

Organization

. ) Business Date Access Review
Name Title Email Requested Action
Phone Requested Status
Access
(504) Gmuraski 's
Grantee ndgrants- 08/26/2009
i g ) 000-0000 /26/ Public Safety Pending Review
Lastname qa@reisys.com 11:31 .
Equip. Inc

Expor‘t:@ @
W] =

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

2 Click the Review link next to the access request you want to review
» The Review Organization Access Request screen will be displayed. The screen will display
the details of the access request.
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Edit Profile Change Password | Logout

Logged in as: john smith
Last Login 3/16/11 43PN o = A

button.
Note: Fields marked with an * are required.

User Information

Title:

Prefix:

First Name:

Middle Name:

Last Name:

Business Phone

Home Phone:

Fax:

Email:

Address 1:

Address 2:

City:

State:

Zip:

Organization Requested Access
Organization Name:

If yes, please enter the DUNS Number:
Address1:

Address2:

City:

State:
Access Request Comments
Message:
Access Authorization

* Authorization Status

Role:

* Comments:

Go Back I Save

Save and Continue

Access request detals for the selected user are provided below. Review the request and select the appropriate status. When you are finished, click the Save and Continue

Ms
john

smith
(703) 555-5555 Ext
Ext.

bnwugwo@femaeadis.com
180 s bell st

arlington
Virginia
22202

Training State Administrative Agency
01-010-1010
101 Main Street

Washington
District Of Columbia

Access, please!

¢ Pending ¢ Approve ¢ Deny

¥ Financial Specialist ¥ Grant Writer
¥ Organization Administrator M Authorizing Official
¥ Grant Administrator

% BB |¥-O

(4000 characters left)

3 Review the access request

I. Select the Approve (or Deny) Status

Il. Select the roles(s) you want to grant the user

I1l. Enter the text of the email message that you want to send to the person requesting the access in
the Comments box
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Functions

Approve access requests to organization profile

Authorizing Official

Complete, sign, and submit application(s); Accept award package(s);
Complete and submit amendment(s) and performance report(s)

Signing Authority

The individual who is authorized to enter into a grant agreement with the
Federal government on behalf of the organization. Does not have to be a
system user.

Grant Writer

Complete Application(s). Cannot submit applications or sign Assurances and
Certifications.

Financial Specialist

Request payments (Payments will not be supported by ND Grants at this
time.)

Grant Administrator

Type of Contact

Primary Contact

Complete Application(s); Complete and submit amendment(s) and
performance report(s)

Functions

Main point-of-contact for the grant

Secondary Contact

Status of Contact

Active Contact

Secondary point-of-contact for the grant

Capacity

May be selected for any user roles or as the primary or secondary contact

Inactive Contact

Remains within the system, but is not available for use

4  Click the Save and Continue button
» The Review Organization Access Requests screen will be re-displayed
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|MODULE 2: LESSON 7: VIEWING OTHER USERS WITH ACCESS TO YOUR ORGANIZATION(S)

1 Under the Organization tab, click the System Users left hand menu link

» The Manage System Users screen will be displayed. The screen lists all the users that belong
to any of the organizations to which you belong.

i Logout
Grants Management | Organization | Mail Center Last Login 3/16/11 11:06 AM BRA
Manage System Users
TeETEY A list of registered users is provided below, To update or grant system sccess/priviege information, click the appropriste link under the Action column,
Organizations
Cantacts Total Number of Records: 2 p—
. Display: 10
Review Access Requests
System Users
Name Title Email Business Phone Status Action
JETLEiEE= john smith Ms brwugwo@femaeadis.com (703 555-5555 Active Update
NI Grantss3 Ms ndgrants@fema.gov (202) 555-1234 Active Updats
NL Grantzel Ms ndgrants@fema.gov (202) 555-1233 Active Update
Export : @ @ @ @

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

2 Click the Update link for the user to view details of the user and the organizations to which you both
belong.

» The Add/Update System Access Privileges screen will be displayed
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System Users

Reguest Access
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Add/Update System Access Privileges
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Edit Profie |

Change Password |

Legged in as: john smith
Last Login 3/16/11 11:06 AM g = 3
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Logout

Note: Filds marked with 2n * ara required,

User Information
Title:

Prefix:

First Name:
Middle Name:
Last Name:
Business Phone
Home Phene:
Fax:

Email:
Address1:
Address2:

City:

State:

Zip:

Status:

‘Organizations
Organization

EADIS-IEM-REI Alliance
REI Systems Inc
REI Internationa
Sterling Park Fire Department
Eramble Enterprises
BTC Consulting

Govt Public Relstions Agency

Dcock Agency

Deyermann ‘s Agency

Djchnson Public Safety Consultants
1234 Next >

Return to Systam Users |

Contact Type

Ms

ND

Grantee3
{202) 555-1234 Ext.
Ext.

ndgrants@fema.gov
124 Main Strest

Washington
District Of Columbia
20001

Active

Address
1111Sunset Hill Bivd Suite 303
200 Fairbrocks Dr Suite 103
14325 Willard Road Suite 200
89 Sugrind Dr
32 W 32nd St
1801 Buttonwood St Ste 1511
1322 Space Park Dr
§36 South St
7930 State Line Suite 208
60 Webster St

City
Reston
Herndon
Chantilh
Herndon
New York
Philzdelphiz
Houston
Honolulu
Prairie Village
Arlington

State
VA
VA
VA
VA
NY
PA

HI

MA

Information for the user you selected i= provided below =long with crganizstions for which you may grant privieges. To updste or grant this user privileges to 2n crganizstion,
click the appropriate link under the Acfizn column. When you are finished, click the Return to Spsfam Lisers button below,

20171
20170
20151
20170
10001

86208
02474

Update
Update
Update
Updste
Updste
Updste
Updste
Updste
Updste
Updste

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

» The top of the screen displays the user details. The bottom of the screen lists the organizations
that you have in common with the other user.

3 Click the Return to System Users button
» The Manage System Users screen will be re-displayed

MODULE 2: LESSON 8: UPDATING USER ROLES OF OTHER USERS

NOTE: To change the user roles of other users belonging to one of your organizations,
you need to have an Organization Administrator role for that organization.

Under the Organization tab, click the System Users left hand menu link

» The Add/Update System Access Privileges screen will be displayed

» The Add/Update User Access Information screen will be displayed for the user

Click the Update link for the user to allow you to view the organizations which you both belong.

Click the Update link next to the organization for which you want to change the user’s role(s)
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Revievs Access Requests
System Users

Request Access

Grants Management

Organization

Grantee Training Manual

Mail Center

Add/Update User Access Information

Edit Profile |
Logged in as: grantee group
Last Login 6/30/10 8:30 AM

.27 -

Change Password | Logout

BER

You have selected to updste the folowing system sccass information, Whan you are finished, click the Ssve snef Continue button belove,

Note: Fizlds marked with an * ars required.

User Information

Title:

Prafize

First Name:

Middle Name:

Last Name:

Business Phone

Home Phone:

Fax:

Email:

Address 1:

Address 2:

City:

State:

Zip:
‘Organization Requested Access
Organization Mame:

If yes, please enter the DUNS Number:

Addresst:

[(soBack | [ saveand continue |

grantee

group?
[949) 484-9588  Ext.

(949) 454-9434  Ext.

ndgrants-qa@reisys.com

Central
12-345-8789
101 Main Street

I:‘ Grant Writer

a

D Financial Specialist

D Grant A

Authorizing Official

4  Check/uncheck the role boxes to change the roles for the user, then click the Save and Continue

button

» The Add/Update System Access Privileges screen will be re-displayed

5 Click the Return to System Users button

» The Manage System Users screen will be re-displayed

MODULE 2: LESSON 9: ADDING CONTACTS FOR ORGANIZATION(S)

organization.

NOTE: Only the Organization Administrator can add or update the contacts of an

You will need to set up Grantee contacts for each organization to ensure that DHS has point of contacts
to communicate important information with the organization. You can add or update contacts for any

organization to which you belong. For each organization you belong to, there must be a primary and
secondary contact specified.

NOTE: Email communications could be addressed to the Primary Contact or the
contact designated as the Authorizing Official based on the nature of the email.
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1 To add or update an organization’s contacts, you must first click the Contacts left hand menu link
» The Manage Contacts screen will be displayed

EditProfile | Change Password | Logout

Overview

Organizations

‘Contacts

Review Access Reguests
System Users

Reguest Access

Grants Management

Organization

Manage Contacts

Mail Center

Logged in as:

rantee group

Last Login 5/26/10 10:04 AM

AER

Contact button.

Display: 10 20 50
Name
grantes group
Western Contact
Central Contact
Eastern Contact
Vishnu Dev
Miss Cantact
Jane Dos
Test User
grantee groupl
grantee groups

1235 Mext=

Total Humber of Records: 47

Title
President
Western Contact
Central Contact
Eastern Contact
Prog Mgr
Contact
Mr
Founder

Grantee Title

Email
ndgrants-ga@reisys.com
westerncontact@westarn.com
cantral@cantralorg.com
eastern@east.com
vw@dv.com
W Evv.com
jane.doe@yshoo.com
test@testorg.com
ndgrants-qa@rsisys.com
ndgrants-ga@reisys.com

Business Phone
(303) 123-5534
(733) 535-0987
(830) 533-2222
(217} 203-2535
(777} 777-7777
(301} 501-3001

{000} 000-0000 3455
(202) 230-1511
(335) 393-3485
(375) 737-5834

A list of contacis for your crganizstion is provided below, To update or delste 2 contact, click the sppropriste ink under the Action column, To 2dd 2 new contact, click the Ads/

Search

System User Status  Action
Yes Active Update
Mo Active Update
No Active Update
No Active Update
Mo Active Update
Mo Active Update
Mo Active Update
MNo Active Update
Yes Active Update
Yes Active Update

epore: 2 T[] B

2 While on the Manage Contacts screen, click the Add Contact button

» The Add/Update Contact screen will be displayed, allowing you to enter the contact information
and listing all the organizations to which you already belong.

ND Grants Edit Profile Change Password | Logot

[+ Q")

Logged in as: Grantee Lastname
Last Login 9/2/09 3:22 PM

Applications Grants Management | Organization Mail Center

Review Access Requests

System Users

Add/Update Contact

User Information

* Status:

Access Status Information

Request Access * Title: Grantee
Prefix:
* First Name: Secondary
Middle Initial:
* Last Name: Contact
* Business Phone (527) 340-0000 "-E‘J onaesarae EXE
* Home Phone: (527) 340-0000 ;eﬂ JEpp— Ext.

O Inactive @ Active

Overview . . . . . .

veney Please complete the following contact information. When you are finished, click the Save and Continue button below.
Organizations
Contacts Note: Fields marked with an * are required.

Fax: (e.g (301)345-6789)
* Email: ndgrants@reisys.com (e.g. user@xyz.org)
Mailing Address

* Address1: 14420 Time Travel Rd

Address2:

* City: Walawala

* State: [ Washington <]

* Zip: 14100 - (e.g. 12345-6789) Need help for ZIP+47

NOTE: Always select the contact as Active unless you do not want the contact to
appear when creating applications for the organization.




Fill out all required fields on the screen

Click the Save and Continue button

Grantee Training Manual

» The Add/Update Contact Results (confirmation) screen will be displayed

ND Grants

Overview
Organizations
Contacts

Review Access Requests
System Users

Request Access

Applications Grants Management Organization

Add/Update Contact

Mail Center

Edit Profile

Logged in as john
Last Login 3/16/11 1:43PM m = 3

hange Password |
smith

-29 -

Logout

Note: Fields marked with an * are required.

User Information
* Title:

Prefix:

* First Name:
Middle Name:

* Last Name:

* Business Phone

Home Phone:

Fax:
* Email:
Mailing Address
* Addressi:
Address2:
* City:
* State:
* Zip:
Access Status Information
* Status:
Select Organization for which user is a contact
Organizations
Select Organization
r EADIS-IBM-REI Aliance
r REI Systems Inc
2 REI International

Q

r Sterling Park Fire Department

r Bramble Enterprises

r BTC Consulting

r Govt Public Relations Agency

r Dcook Agency

r Deyermann 's Agency

r Djohnson Public Safety Consultants
234 Next =

Save and Confinue

Return to Contacts I Save

Please complete the following contact information. When you are finished, click the Save and Continue button below.

Governor
Ms =l

Leslie

Power

(505) 555-1234 o

governor@wa.gov

124 Main Street

Tacoma
| wiashington =
12343 -1 (e.g. 12345-6789) Need help Tor ZIP+47

 Inactive & Active

Contact Type Address City
Select.., - 1111Sunset Hil Bivd Suite 303 Reston
Select... - 200 Farbrooks Dr Suite 103 Herndon

[Secondary Contact ] 14325 Wilard Road Suite 200 Chantily

Select... x 89 Sugrind Dr Herndon

3 32w 32nd St New York
x 1801 Buttonwood St Ste 1511 Philadelphia
- 1322 Space Park Dr Houston
x 636 South St Honolulu
- 7930 State Line Suite 208 Prairie Vilage
- 60 Webster St Arlington

State
VA
VA
VA
VA
NY
PA

HL
Ks
MA

Zip
20171
20170
20151
20170
10001
19130
77058
96813
66208
02474

5 Click the Return to Contacts button
» The Manage Contacts screen will be re-displayed
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MODULE 2: LESSON 10: UPDATING A CONTACT

1 Under the Organization tab, click the Contacts left hand menu link
» The Manage Contacts screen will be displayed

2 Click the Update link for the contact you want to update
» The Add/Update Contacts screen will be displayed, listing the current contact details

3 Modify the contact details and the selected organizations, then click the Save and Continue button
» The Add/Update Contact Results (Confirmation) screen will be displayed

4  Click the Return to Contacts button
» The Manage Contacts screen will be re-displayed

NOTE: Only the Organization Administrator can add or update the contacts of an
organization.

MODULE 2: SUMMARY

After completing this module, you should be able to view, add, and update organizations. In addition, you
should be able to add and update contacts for the organizations to which you belong.
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MODULE 3: APPLICATION FUNCTIONALITY

MODULE 3: OVERVIEW

In order to comply with Office of Management and Budget (OMB) regulations for each funding
opportunity, applications will begin with Grants.gov. Grantees will start their application by submitting
their SF-424 in Grants.gov, and complete their application in ND Grants. All the information from the SF-
424 will be automatically downloaded into ND Grants and reviewed for eligibility. After review, the
application will be released back to the Grantee in ND Grants so they can complete the application which
includes updating the budget, adding any attachments, and completing any required Assurances and
Certifications. Applications may be released back to the Grantee through ND Grants for additional or
revised information.

NOTE: All tasks in this module occur under the Applications Tab.

MODULE 3: OBJECTIVES

At the end of this module, you will be able to:

e Create an application using Grants.gov
¢ Monitor applications submitted through Grants.gov
e Complete applications in ND Grants that were originally entered in Grants.gov

MODULE 3: LESSON 1: OVERVIEW OF STARTING APPLICATIONS IN GRANTS.GOV

This lesson describes how you begin your applications for funding opportunities that have a Go to
Grants.gov link.

1 Click the Applications tab at the top of the screen

2 Click the Create left hand menu link
» The Create New Application screen will be displayed



o
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Grants Management ‘Organization Mail Center

11 11:06 AM = ﬂ

Create New Application

e A lizt of opan funding oppartunities tht you may 2pply for iz provided below. To zpphy for 2 funding cpportunity, click the respactive Stz Applicstion link to craste 2nd submit

\Create an application. To search for additional funding opportunities, click the Search button below. For a funding opportunity posted to Grants.gov, you will not be able to start the
application from here, Please click the Go e Granés.gov link, search for the funding epportunity using the Fundling Capertunidy Number provided below, and apply through

Update Grants.gov.

Manitor

Mote: If you have any questions pleasz contact your application peint of contact.

If you have net already done sa, you should first check to ensure your organization is registered and that you have the appropriate permission/access to

your organization. If an application for your orgamzahen has been started, you can request organization access from the organization administrator; or, i you feel
that this person is not an appropriste rep tion, you should call the Help Desk at 1-866-327-5646. Please note that Applications that have besn
started will be displayed in your Update inbox m&d by clicking Updiate link in left frame.

(1

View Closed Grant Opportunities
Total Humber of Records: 5

_search |

Display: 10
- . Funding Opportunity Announcement Application Open  Application _
Funding Opportuni FY Action
—Mo - Humber Date Date Deadline
DHS-11-GPD-082-007-
SF424 Grant Program - FY2011 2011 o " 08/01/2010 17:30  0B/15/201009:00  (4/15/2011 17:30  Start Application | View Anncuncement
FY 2011 E M t DHS-11-GPD-078-000-
mergency Mansgement  aon 01/13/2011 10:09  01/13/2011 10:08  07/1%/2011 10:10 Start Application | View Anncuncement |
Grants Program (EMPG) 01
Training Grant Program - FYL1 2011 EFS-Ll-GPD-OBZ-OOO- 01/20/2011 17:30  01/20/2011 09:00  08/31/2011 17:30  Start Appliction | View Anncuncement
FY2010 Buffer Zone Protection =T DHS-10-GPD-078-000- 212011 13655 0L/20/2011 13:59  12/31/2012 13:53 Go to Grants.gov | Start Application | View
Program (BZPP) 01 Anncuncement |
FY 2011 Driver's License Securi DHS-11-GPD-089-001- Go to Grants.gov | Start Appiication | View
rivers License Securly  npy 02/02/2011 12:55  02/02/2011 12:55 Q2252012 12:59 o o o o ee | SR ApRieEten [
Grant Program Regicn 1 o1 Announcement | Program Guidance

export: 28 T (W] )

FEMA | Provide Feedback | How To

Glossary | Help | Privacy Statement

3 Click the Go to Grants.gov link for the corresponding funding opportunity
» The Grants.gov Home Page will be displayed in a new window

-_ -
s

FOR APPLICANTS
Applicant Login

Find Grant Opportunities
Get Registered

Apply for Grants

Track My Application

Applicant Resources

Search FAQs, User Guides and
Site Information

APPLICANT SYSTEM-TO-
SYSTEM

FOR GRANTORS

ABOUT GRANTS.GOV

HELP

CONTACT US

SITE MAP

GRANTS.GOV®

Find. Apply. Succeed.

Grants.gov is your source to FIND and APPLY
for federal grants. The U.S. Department of
Health and Human Services is proud to be the
managing partner for Grants.gov, an initiative
that is having an unparalleled impact on the
grant community. Learn more about
Grants.gov and determine if you are eligible for
grant opportunities offered on this site.

Grants.gov does not provide personal financial
assistance. To learn where you may find
personal help, check Government Benefits,

Student Loans and Small Business Start-up
Loans.

Learn more >

Feature Staries

Search ContactUs Site Map

@RECOVERY.cov

In response to The American Recovery
and Reinvestment Act or Recovery Act,
Grant-making agencies are posting
Recovery Act specific grant opportunities
on Grants.gov. View all opportunities =

Other information and opportunities
regarding the Recovery Act is available.

Learn more >

Update-to-date
information on the
state of recovery.

THE WHITE HOUSE

Recovery Act Grant Opportunities

Archived Webinars

What's New at Grants.gov

Maw Annarbinitiae Thic Waal-

4 Click the Apply for Grants left hand menu link
» The Apply for Grants screen will be displayed

5 Click on the Download a Grant Application Package link under Step #1

Help [EJRSS

Slgn up for our
"Succeed”
Quarterly
Newsletter

Quick Links

Latest News!

Grants.gov Blog
Exit Disclaimer]

FOR APPLICANTS

ra v Application

FOR GRANTORS
= Grantor Login
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» The Download Application Package screen will be displayed

Enter the funding opportunity number into the text box on the Grants.gov Download Application
Package screen

Follow the Grants.gov instructions for completing and submitting the application in Grants.Gov
Wait for the Grants.gov submission confirmation screen to appear and take note of the Grants.gov
tracking number
y
[
= GRANTS.GOV"*

Home = Apply for Grants = Confirmation

Confirmation

Thank you for submitting your grant application package via Grants.gov. Your application is
currently being processed by the Grants.gov system. Once your submission has been processed,
Grants.gov will send email messages to advise you of the progress of your application through the
system. Over the next 24 to 48 hours, you should receive two emails. The first will confirm receipt
of your application by the Grants.gov system, and the second will indicate that the application has
either been successfully validated by the system prior to transmission to the grantor agency or has
been rejected due to errors.

Please do not hit the back button on your browser.

If your application is successfully validated and subsequently retrieved by the grantor agency from
the Grants.gov system, you will receive an additional email. This email may be delivered several
days or weeks from the date of submission, depending on when the grantor agency retrieves it.

You may also monitor the processing status of your submission within the Grants.gov system by
clicking on the “Track My Application” link listed at the end of this form.

Note: Once the grantor agency has retrieved your application from Grants.gov, you will need to
contact them directly for any subsequent status updates. Grants.gov does not participate in
making any award decisions.

IMPORTANT NOTICE: If you do not receive a receipt confirmation and either a validation
confirmation or a rejection email message within 48 hours. please contact us. The Grants.gov Contact
Center can be reached by email at support@grants.gov, or by telephone at 1-800-518-4726. Always
include your Grants.gov tracking number in all correspondence. The tracking numbers issued by
Grants.gov look like GRANT XXX XXX XXX,

Contact Center hours of operation are Monday-Friday from 7:00 A.M. to 9:00 P.M. Eastern Time.

The following appli king information was generated by the system:

Grants.gov Tracking GRANTOO0516660

Applicant DUNS: ©00-000-0000
Submitter's Name: AshTheProposer Dawood
CFDA Number: ©7.075

CFDA Description: Rail and Transit Security Grant Program

Funding Opportunity DHS5-10-GPD-075-003-01

Funding Opportunity
Description :
Agency Name :

Transit Security Grant Program - FY10

Department of Homeland Security

Application Name of
this Submission :

Date/Time of Receipt :

REI TSGP Application from Ed

2009.09.02 5:58 PM, EDT

TRACK MY APPLICATION — To check the status of this application, please click the link below:
https://ato7apply.grants.gov/apply/checkSingleApplStatus.faces?tracking num=GRANTO005 1666G§

It is suggested you Save and/or Print this response for your records.
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@ NOTE: This screen confirms application submission but not acceptance.

9 Verify if the Grants.gov application was downloaded into ND Grants:

a. Click the Check Application Status link on the main Grants.gov screen
» The Grants.gov Check Application Status screen will be displayed

»
-
= GRANTS.GOV*

Welcome, Home > Far Apglicar eck Application Statu:
AshTh wood

CHECK APPLICATION STATUS

AOR Status: Date/Time| Requested
Approyad pp ICompetition Id g Received |Agency Tracking # |Submission Name/Files lamount
16-Jul-09 18-Ju-09
15222 763 GRANTO0515068 05:22:02 Validated 0% 24:43 Colorado State 30000
D PM PM
o i 260 2800
oot of Grants oy 15225 828 GRANTO00513972 | 99 Validated 114324 test applicant 5000
o AM
24-un- 24.Jun-09
15225 8012 GRANT00513829 015908 Validated 02:00:49 Test Applicant 5000
PM PM
07-Jul-08 30-Jul-08
12611 100100100100 100100100100 GRANTO0082851 09 1522 Validated 015158 Cape Canaveral AFS FL 6000000
AM PM
08-Jul-08 30-Jul-08
12612 200200200200 200200200200 GRANTO0082873 01:07-47 Validated  01:52:01 Brunswick NAS 5000000
PM PM
27-Apr-
27-Apr-09
COMPID- 09 _ Rejected a0
11618 11618.CONSTRUGTION P GRANT00508663 033307 i 031815 File-Test 222000
02-Jul-08 30-Jul-08
20505 123XKX GRANTO0082800 12 1639 Validated 015149 daf 15
PM PM
sl 30-Jul-08
20.505 123XXX GRANT00082771 03:59°58 Validated 01:51:52 44 1500000
PM PM
25'0'3“' 26-May-09
20505 123XXX GRANTO0512873 0 09 .0 Validated 035309 ff 500
& P
AR 26-Jun-09
20 ENE 12AXYY. RRANTNANE20/4 Malidatad 441 il R .

b. Click the Date/Time column to sort the listed applications, so that the most recent Grants.gov
application appears at the top of the list

c. Look for the Grants.gov tracking number

d. The application has been successfully downloaded into ND Grants when a number appears in the
Agency Tracking # column

When the Grants.gov application is downloaded into ND Grants, the information
from the Grants.gov application will be automatically copied into ND Grants.

The FEMA Program Manager will then perform an Eligibility Review on the
application and will indicate any issues with the application using the Grantee
Comments box. Once the Program Manager has finished reviewing the application:

o It will be released back to the grantee (with a Review Status of Revision
Requested), so that the grantee can complete the application and/or provide
any additional information the Program Manager has requested

e The ND Grants application will be listed in the Monitor Submitted
Applications Screen in ND Grants with a status indicating Revision
Requested
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|I\/IODULE 3: LESSON 2: MONITORING SUBMITTED APPLICATIONS IN ND GRANTS

1 Log into ND Grants
2 Select the Application tab

3 Click on the Monitor left hand menu link
» The Monitor Submitted Applications screen will be displayed, listing all applications with their
status.

ND Grants

hi
Logged in as: gr:
Applications | Grants Management | Organization | Mail Center Last Login 9/9/10 2:06 PM

Monitor Submitted Applications

Guerdew Applcations that you have submitted for your organization are listed below. To modify an application that was released by FEMA for your revision, ciick the Update nk. To view

s the details of an application, ciick the View Details link. To manage your application by submitting performance repaorts, ciick the Grants Management tab.

Update

Monitor Total Number of Records: 353
Display: 10 20 50 100 200 Quick Fiter: [all Programs o] [#lvears o] 4l Statuses =l Go
Applhht:]r:t:rad""g Award Number Funding Opportunity FY Sutlu)raﬁgr:ted Status Action
EB”%“S’;ZUIU’BF'APP’ FY 2010 Buffer Zone Protection Program (BZPP) 2010 ?;{Sgﬁnm Submitted Xﬁ;“oﬁsg‘:ng{ “”t Application | View
EM 2010°BF-APP- EMW 2010-8% £y 2010 Buffer Zone Protection Program (BZPP) anto J2/I92010  pyrgeq Vi Detals | P "‘“ Applcation | View
EMW-2010-UA-APP-  EMW-2010-UA- FY 2010 Urban Areas Security Initiative (UASI) Nonprofit 2010 02/09/2010 Awarded  VEW Details | Print Application | View
00032 00032-501 Security Grant Program (NSGP) 07:13 Announcement |
EMW-2010-SS-APP-  EMW-2010-S5- FY 2010 Tribal Homeland Security Grant Program 2010 92/09/2010 Awarded  ViEw Detais | Print Applcation | View
00051 00051-501 (THSGP) 07:15 Announcement |
EE&[\]A;;]ZUIU—RA—APP— Eg&g’égé?’m’ FY 2010 Transit Security Grant Program (TSGP) 2010 33{22/2010 Awarded Xﬁ;gﬁsgﬁlem"?t Application | View
EMV/ 2010-PU-APP-  EMW-2010-PU- £y 2010 Port Security Grant Progam (PSGP) anto J2/952010  pyargeq VW Detals | P "‘“ Applcation | View
EMW-2010-ID-APP-  EMW-2010-1D- FY 2010 Driver's License Security Grant Program 2010 02/08/2010 Awarded  VIEW Detais | Print Applcation | View
00013 00013-501 (DLSGP) 07:26 Announcement |
EMW-2010-BG-APP-  EMW-2010-BG- FY 2010 Intercity Passenger Ral (IPR) (Amtrak) 2010 02/09/2010 Awarded  VEW Details | Print Application | View
00018 00018-501 Program 07:30 Announcement |
ggﬂl\]nszzum{o—app— ggﬂgégé?{o’ FY 2010 Emergency Operations Center Grant Program 2010 35{22/2010 Awarded Xﬁmﬁsﬁiﬁleg‘?t Application | View
EMW-2010-BF-APP-  EMW-2010-BF- . 02/08/2010 View Detais | Print Appliication | View
00072 00072-501 FY 2010 Buffer Zone Protection Program (BZPP) 2010 07:33 Awarded Announcement |
123 .36 Next > Bport: = B B =

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

NOTE: Use the Quick Filter and column filter tools as necessary to reduce the number
of applications seen on the screen.

NOTE: Applications listed with a status of Revision Requested have Update links, as
they require additional information to be entered by the grantee. Applications
listed with a status of Submitted have View Details links because they have
already been submitted.

4  Click the Update link in the Action column next to the Revision Requested ND Grants Application
> The Application Status screen willl be displayed
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Edit Profile | Change Password | Logout :john smit]

Mail Center

Application Status

Owverview
Plemse chick on any of te follawing ks to visit 2 perticular s=ction of your apgication. Onoe ol arses of your spgication ars comgiete, you may Submit your appcation.

Contact Information

Applicant Information
- L=t Acticar: Peefiar Farercicd Review o Applicaties: L=t Action Dete: 03232011 Lest Action By: JESSIE SKINNER (Grant Specialist) Submission Descline: NfA
Praject Information
Comments:  Desr M zmith
Budget
Attachments Thiz iz b inform you Uil we Rave revimwed your sppication for Dhe FY 2010 FY2010 Suffer Tone Protection Srogram (SZ99) submitted irough NO-Grarls =nd Bered on the iformstion you provided on Dhe
= =pgiication, your apmication iz nol compiels. The appicelion it being relessed Gack 1o you Tor compietion and resdbmizsion before te progrem desdine. The remons] wiy your spsicelion i incompiete i

(are) Decmume:

Assurances and Certifications

Submit Application
T you fimve any questions, esse coniact your Frogr Mansger o tie Caritrsl Scheduing and Information Desi al:
. licati Phone: 3003535453
Print Application E-mail: Askeiddie gav

Msfing Addresz:
DHS/FEMA/Grant Programs Directorat= CSID or Conlrol Desk.
TectiVrid Suilding

500 C Strest SV

‘Washingtan DC 20472

Thark you for participating in the FY 2010 FY2010 Buffer Zon= Protection Program (829!

Application Ara Status
Overvimw Completed
Contact Information Completed
Apgicant Information Completed
Proect Information Comgisted
Budgat Ineomgiate
Attachrments Incomplete
Aszurances and Certifications Completed

_cotme |

5 Click any Incomplete or Not Started links on the Application Status screen to complete the ND Grants
application

NOTE: To complete the application, follow the detailed instructions in the next lesson
(Module:3 Lesson:3)

MODULE 3: LESSON 3: COMPLETING AN APPLICATION IN ND GRANTS

Applications that have been submitted in Grants.gov and approved for eligibility will be released be
released back to the Grantee in ND Grants. Grantees will be notified via email that they can now
complete their application in ND Grants.

1 Click the Applications tab at the top of the screen

2 Click on the Monitor left hand menu link
» The Monitor Submitted Applications screen will be displayed, listing all applications with their
status.

3 Click the Update link in the Action column next to the applications with Revision Requested
» The Application Status screen willl be displayed.
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Contact Information

Applicant Information

Application Status

Organization

Grantee Training Manual

Edit Profile

Mail Center

Pizase click on any of the following finks to visit 2 parbicular section of your applicstion. Once all sreas of your application are complste, you may submit your spplication.

! Change Password | Logout :grantee group

HER
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Project Information Application Area Status
Budget Owerview Mot Started
Attachments Contact Information Nt Started
Assurances and Certfications Applicant Information Nt Started
Submit Application R T LTIZEE
EBudget Mot Started
Attachments Nt Started
Print Application Assurances and Certifications Mot Started

FEMA | Provide Fesback | How To | Glossary | Help | Privacy Statement

On the Application Status screen click the Continue button to start entering the application details
» The Overview screen will be displayed

EditProfle { ChangePassword | Logout :grantee group

Organization Mail Center

INR)

Overview

Please provids the following information and press the Ssve and Continue butian belowr,
Contact Information
Note: Fiekds marked with an * are required,
Applicant Information

Project Information Owerview

Budget i " OAupIicsti:m OPIEspplicsti:}n
Submission Type
Attachments O Changed/Comrected Application

Assurances znd Certffications

" Type of Application Select ... hd

Submit Application
s O This applicaticn was made ausilable to the State under the Exscutive Order
12272 Prooess for review on

OPr:}gram is subject to E.O. 12372 but has not been selected by the State for
review.

OPr:}gram is not covered by E.O. 12372

Is application subject to review by state executive

E feg.
order 12372 process? 02/04/1990)

Print Application

Save

Save and Continue

FEMA | Provide Fesback | How To | Glossary | Help | Privacy Statement

Enter / select the requested information, then click the Save and Continue button to progress to the
next section

» The next part of the application, the Contact Information screen will be displayed. The screen
will be listing the default contacts previously setup for the organization
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Contact Information

Overview

vEr Pleass provide a primary contact and secondary contact person for this application, You also nesd to specify the authorizing official. Please note that the authorizing official is the
Contact Information person designated to sign and submit your applicstion. Once you are done, press the Save and Continue button below,
Applicant Information A list of contacts for your organization & provided below, Select the checkbox beside the contact for this application and specify the contact type, To view the details of a contact,

click the name. To updste or delete a contact, click the appropriste link under the Action column. To add 2 new contact, dlick the Add button.
Project Information

Budge

Signing Authorizing i .
Select Contact Type Hame Title Address Status Action
Attachments Authority Official
e =TE= T BT Primary Contact | % O @® grantes group | President 123 South Strest, Reston, NH Active Update
Sk Aot O o o pee i
=condary Con . testing, ive  Update
Second Contact | M Test 123 Test, testing, VT Acti Updat
Print Application
[ Go Back ] [ Save ] [ Save and Continue ]

Add or Update the contacts as appropriate:

I. Click the Add button to add an additional contact for the application or Click the Update link to
update a contact

I. Select two contacts to be used for the application by checking the Select checkbox

I. Select the Contact Type from the Contact Type dropdown list for each of the two selected
contacts

NOTE: You must select one of the contacts as a Primary Contact and one as a
Secondary Contact. You must select only one Primary Contact and only one
Secondary Contact.

IV. Select a contact who is the Signing Authority for the organization by selecting the Signing

Authority radio button

NOTE: The contact designated as the Signing Authority does not need to be an ND
Grants system user.

V. Select a contact who is the Authorizing Official and is authorized or designated to sign the

VI.

application within ND Grants

Click the Save and Continue button
» The Applicant Information screen will be displayed
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Logout :grantee group5

Overview

Contact Information
Applicant Information
Project Information

Budgst

Attachments

Assurances and Certfications.

Submit Application

Print Application

Applications Grants Management Organization

Applicant Information

Mail Center

Please provide the following information about your organization and press the Save and Continue button below

Note: Fields marked with an * are required.

Organization Information
Organization Name:
Employer Identification Number:

Are you sharing an EIN with another organization?
If yes, please enter the name of the entity with whom

you share an EIN:

Does your organization have a DUNS Number?

If yes, please enter the DUNS Number:
* Applicant Type:
Other Applicant Type:

Headquarters or Main Station Physical Address

Address1:

Address2:

City:

State:

Zip:

Mailing Address
Same As Physical Address:
Address1:

Address2:

City:

State:

Zip:

Additional Information

* Is the applicant delinquent on any federal debt?

Lauren's Organization
12-3456789
No

Yes
12-345-6789

3188 Valley Brook Ct

Newburgh
Indiana
47630 1234

Yes
3188 Valley Brook Ct

Newburgh

Indiana
47630 1234

“No © Yes

B 7 U |

test

maximum

ARAEE &GP ED

LN

If you answered yes to any of the additional questions

above, please provide an explanation in the space

provided below:

Go Back I Save Save and Confinue

(3996 characters left)

Create Amendment |

FEMA | Provide Feeback | How To | Glossary | Help | Privacy Statement
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7 Enter/ Update the applicant details, then click the Save and Continue button
» The Project Information screen will be displayed

NOTE: You can only update organization information on the Applicant Information
screen if you have the Organization Administrator privilege for the organization and
no applications have been submitted by the organization. The applicant fields on
the Applicant Information screen can be updated at any time.

If the organization address needs to be changed and applications have already
been submitted, click the Create Amendment button to create an Organization
Address Change amendment before submitting the application.

Buffer Zone Protection Program EditProfile | Change Password | Logout :grantee group

Applications Grants Management Organization Mail Center = ﬂ

Project Information

Overview
"’ Plazsz provide the following information and press the Ssve snd Continue button below,

Centact Information
Mote: Fiskds marked with * ar= requirsd,
Applicant Information
Project Information Project Information
Budgst

Xam | v =

=
y
=
[]
I
i
111

Attachments

Assurances and Certifications
Submit Application

* Descriptive Title of Applicant Project:

Print Application

{500 characters |eft)

B I U

Aad v e

Areas Affected by Froject (Cities, Counties, States, etc)

{500 characters |eft)

Propesed Project: * Start date ] - End date B immiddiyyyy .. 04/01/2008

Available Districts Selected Districts
VA-001
VA-002
VA-003
VA-004
VA-005
* Congressional Districks: VA-006
VA-007

VA-008

VA-009

VA-010 v

Load Al Districts

3

[ Go Back ] [ Save ] [ Sawve and Continue ]

FEMA | Provide Fesback | How To | Glossary | Help | Privacy Statement

8 Enter / select the information requested and click the Save and Continue button
» The Budget screen will be displayed
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NOTE: You can upload Investment Justifications as attachments.

Edit Profile | Change Password | Logout :grantee group

Buffer Zone Protection Program

Mail Center

Applications Grants Management Organization = ﬂ

Budget

Overview

: Review and confirm the budget nformation bekow. When you are finished, press the Ssve and Continue button below.
Contact Informaticon
Mote: Fiekds marked with * are required.
Applicant Information

Projact Information Budget Object Class
Budget a. Personnel (7 s /10,000
Attachments

men b. Fringe Benefits (2 s [5.000

Assurances and Certifications

c Travel (2 -
Submit Application

d. Equipment (2 § 20,000

Supplies (2 $ 12,000

Print Application &A=

f. Contractual (? -

g. Construction (2 $ 50,000

h. Other (2 3

i. Indirect Charges (7 §

* Total Budget s

Federal and Applicant Share [These values will update on "Sawve" or "Save and Continue"}.
Federal Share Amount -
Applicant Share 3

Fedarsl Rate Sharing (3)

Non-Federal Resources (Please ensure combined non federal rescurces meet your cost share requirement)
8. Applicant s

b. State 3

c. Local 5

d. Other Sources s

&. Program Income s

Comments

If you entered a value in Other Sources, indude your explanation below. You can use this space to provide information on the projed, cost share match, or if you have a
indirect cost agreement with a federal agency.

B/ Uu|mEE=Ei S AR Em A% v a0

(500 characters left)

[ Go Back ] [ Save ] [ Save and Continus ]

FEMA | Provide Fesback | How To | Glossary | Help | Privacy Statement
9 Enter your budget on the Budget screen using the appropriate fields. These funding requests are
organized according to their corresponding Budget Object Class categories.

I. Enter a breakdown of the Applicant Share $ amount in the text boxes for Applicant, State,
Local, Other Sources, and Program Income. The total amount of all these entries must equal
the Applicant share of the budget.

II. Enter your Comments, if required
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lll. Click the Save and Continue button
» The Attachments screen (for the application) will be displayed

EditProfle | Change Password | Logout:grantee group
Organization Mail Center —lF]
Attachments
Owervizw
Contact Information This section will enable you to attach files to supplement any section you have already completed. You may also view, update, or delete any attachment(s). To view an attachment,

click the link under the A#fachment column, To update or delete any attachment{s), click on the corresponding link under the Adtion column,
Applicant Information
Total Humber of Records: 0

Project Information B
Display: 10

Budget Document Type Dascription Attachment Date Uploaded Action
Attachments

Assurances and Certfications 'add Attachment
Submit Application
o=

Print Applcation FEMA | Provide Fesback | How To | Glossary | Help | Privacy Statement

10 Add any applicable attachments for the application and make sure to select the document type. If
your application requires you to submit Investment Justification(s), you can upload them here.

11 After you finished adding attachments click the Continue button
» The Assurances and Certifications screen will be displayed

EditProfle | Change Password | Logout :grantee group

Organization Mail Center = E

Assurances and Certifications

Overview

Contact Information These documents contain the Federal requirements attached to all Federal grants including the right of the Federal government to review the grant activity, You should resd over
§ i the documents to become aware of the reguirements, The Assurances and Certifications must be read, signed, and electronically submitted as 2 part of the application. If the

Applicant Information lobbying form is not applicable, please check the box below.

Project Information Plazse cick on the Incomplate/Complete link to go to individual forms. Whan you are finishad, click the Ssve and Continue button.

Budgst

P Assurances and Certifications

a and Certifications Form 4248, Assursnoes-Nonconstruction Programs

Certification Regarding Lobbying
Submit Application

SF-LLL, Disclosure of Lobbying Activities

Print Application

MNote: By signing the certification regarding debarment, suspension, znd cther responsibilty matters for primary coverad transaction, the zpplicant agrees that, should the proposed
covered transaction be entered into, it shall not knowingly enter into any lower tier covered transaction with 2 person whe is debarred, suspended, declzred ineligible, or voluntarity
sxcluded from participetion in this coversd transaction, unless suthorized by DHS entering into this transsction. The applicant further agress by submitting this application that i will
include the clause tiled "Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion-Lower Tier Coversd Transaction,” provided by the DHS Regional
Office entering into this coverad transaction, without medification, in all loweer tier covered transactions and in all solicitations for loweer tier covered transactions, (Refer to 44 CFR
Part 17.)

[LsoBack | [(save ] [ Seveand contnue |

FEMA | Provide Fesback | How To | Glossary | Help | Privacy Statement

12 The screen lists all the Assurances and Certifications documents that are required for the application.
An Incomplete link next to a document means that the corresponding document has not yet been
signed.

13 For each unsigned Assurance / Certification document, you must either click its Incomplete link to
view and sign, or check the Not Applicable box (if the box is displayed)
» When you click the Incomplete link, the corresponding Assurance / Certification document will be
displayed
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Digital Signature

By checking the box below and providing your password, you are providing your digital signature.

* [ |,Grantee Lastname, am hereby providing my signature for this application as of 25-Aug-2009

l Go Back I l Save and Continue l

FEMA | Provide Feeback | How To | Glossary | Help | Privacy Statement

14 You must sign the document by:
e Entering your password in the Password text box
¢ Clicking the Certification Check Box

15 Click the Save and Continue button to return to the Assurances and Certifications screen
» The signed section will now show a Complete link next to it

16 After all the documents have been either signed or marked Not Applicable, click the Save and
Continue button
» The Submit Application screen will be displayed

Buffer Zone Protection Program EditProfle | Change vord | Logout :grantee group

Applications rgani Mail Center SER

Submit Application

Owervisw
Contact Information Each section of your application to FEMA s listed below, If any required information is missing from a section its status will be listed as incomplete. You can return to that section of
the application by clicking the update link. Once all sections of your Applicstion are complete, you may submit your application.

Applicant Information

Project Infarmation Application Area Status Action
Eudget Crverview Completed Update
Attachments Contact Information Completed Updats
[ — " — Applicant Information Completed Update
- o Project Information Completed Updste
Submit Application
Budget Complated Updste
Attachments Completed Update

Print Application Assurances and Certifications Completed Updste

Digital Signature

= YOU WILL NOT BE ALLOWED TO EDIT THIS APPLICATION ONCE IT HAS BEEN SUBMITTED. If you are not yet ready to submit this application, log out and save it
until you feel that you have no more changes,
= When you submit this application, you, as an authorized representative of the organization apphying for this grant, are certifying that the following statements are trus:

To the best of my knowledge and belisf, all data submitted in this application are true and correct.

This application has besn duby authorized by the governing body of the applicant and the applicant will comply to the Assurances and Certifications if assistance is
zwarded,

To sign your application, check the box below and enter your password in the space provided. To submit your application diick the Submit Application button below to
officizly submit your applicstion to FEMA.

# [ 1. grantes group, am hereby providing my sgnaturs for this appication 2= of 26-May-2010

[ soBsck | [ Submit Applicstion |

FEMA | Provide Fesback | How To | Glossary | Help | Privacy Statement

NOTE: The Submit Application button will only appear on the Submit Application
screen when all the application sections are marked Completed and if you are
designated as the Authorizing Official for the application.

Once the application is submitted, you will not be able to edit the application.
You can go directly to any section of the application by clicking:

e The left hand menu link of the application section
e The Update link in the Action column

17 Provide your electronic signature by entering your password and checking the certification checkbox
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NOTE: You must be designated as the Authorizing Official in the Contact
Information section for the application to sign and submit it.

18 Click the Submit Application button
» The Submit Application (confirmation) screen will be displayed to indicate that your application
was accepted

Buffer Zone Protection Program

EditProfle | Change Pa: i Logout :grantee group

Applications Grants Management Organization Mail Center = ﬂ

Overview
Contact Information
Applicant Information
Praject Infarmation

Budgat

Attachments

Assurances and Cartifications

Submit Application

Print Application

Submit Application

Congratulzstions, you have successfully submitted your zpplication to FEMA. All references to this application should include the following application number: EMW-2010-BF
-APP-00139, Please print and kesp a copy of your completed application for your records,

[_print appication | [ Return to Homepage |

FEMA | Provide Feeback | How To | Glossary | Help | Privacy Statement

NOTE: The Application Number of the submitted application will be displayed in the
gray box near the top of the screen.

19 Click the Print Application button to print a copy of the application
» The Print Application screen will be displayed

entire application.

Select All/ Clear All

You may print the entirs applicstion 2l 2t once or by ssction. To print & section, sslect the approprists checkbax and click the Print Application Sections button, Chack the Sslect AllfClear Al link to sslect or clear the

Select Application Section
Owarviewe
Contact Information
Applicant Information
Project Information
Budget
FI Attachments

Assurances and Certifications

[_Print Application Sections |

[ Close Windeow |

20 Select the application sections you want to print, then click the Print Application Sections button
» The application sections you selected, along with a standard Windows Print Dialog Box will be

displayed

21 Select the printer then click the Print button on the Print Dialogue box

22 The displayed application sections will be printed.

MODULE 3: SUMMARY

After completing this module, you should be able to begin an application in Grants.Gov and then view,
complete, and submit an application in ND Grants.
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MODULE 4: GRANTS MANAGEMENT FUNCTIONS

MODULE 4: OVERVIEW

The Grants Management tab allows grantees to perform post-award functions. These functions
currently include:
e Reviewing Award Packages for acceptance or rejection
Viewing accepted or rejected Award Packages
Downloading 1199A Standard Direct Deposit Forms
Creating and viewing amendments to Award Packages
Submitting Performance Reports

To perform any Grants Management function, you must first click the Grants Management tab at the top
of the screen.

MODULE 4: OBJECTIVES

At the end of this module, you should be able to:

Accept or reject an award

View each section of the Award Package

Understand the process to download and submit an 1199A standard direct deposit form
Create an amendment to an Award Package

View and submit Performance Reports

MODULE 4: LESSON 1: REVIEWING, ACCEPTING AND REJECTING AN AWARD

The Award Packages section lists all applications for your organization that have undergone all FEMA
reviews and have been approved and selected for award. Award Packages for any applications that have
been approved for award, but not yet accepted by the grantee are listed with a Review Award Package
link in the Action column. In order to proceed further (i.e., request payments, etc.), you need to accept
the Award Package. You also have the option of declining the award package, if necessary.

NOTE: Only users designated as the Authorizing Official for the award can accept or
decline an award package.

1 Under the Grants Management tab click the Award Packages left hand menu link
» The Award Packages screen will be displayed
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Orverview

Award Packages

Revisions/ Amendment Requests
Performance Reports

11354 Standard Forms

Award Packages

Display: 10 20 50

Total Humber of Records: 33

Quick Filter: I All Programs

I [Alvears [+ [a1

= &

A list of your grant applications selected for an award i provided below. You need to review and accept the award package for each of the swards. To review the packags, dick
the Review Award Package link under the Action column. To view an award package that you have already reviewed/accepted, click the View Package link.

1234 MNext>=

Award Number [} Program Project Period Award Date Status Action
EMW-2010-BZ-00001-S01  Mew Mexico Border Patral  Buffer Zone Protection Program 01212011 - 01/21/2013  01/25/2011 00:00  Accepted  View Award Package
EMW/-2010-B7-00002-501  Mew Mexico Border Pstrol  Buffer Zone Drotection Program  O1/21/2011 - 01/21/2013  01/25/2011 00:00  Accspted  View Award Package
EMW-2010-BZ-00003-501  New Mesxico Border Patrol Buffer Zone Protection Program 01212011 - 01212013 01/25/2011 00:00  Accepted wiard Package
EMW-2010-BZ-00007-501  New Mexico Border Patrol  Buffer Zone Protection Program  01/21/2011 - 01/21/2013  01/26/2011 00:00  Accepted Package
EMW-2010-BZ-00005-501  Mew Maxico Border Patral  Buffer Zone Protection Program 01212011 - 01/21(2013  01/25/2011 00:00  Accepted Package
EMW-2010-B7-00010-501  Mew Masxico Border Pstrol  Buffer Zone Drotection Program  D1/21/2011 - 01/21/2013  01/26/2011 00:00  Accapted Package
EMVW-2010-BZ-00011-501  Mew Masxico Border Petrol  Buffer Zone Protection Program  D1/21/2011 - 01/21/2013  01/26/2011 00:00  Accepted Package
EMW-2010-BZ-00012-501  New Mexico Border Patrol  Buffer Zone Protection Program  01/21/2011 - 01/21/2013  02/08/2011 00:00  Accepted d Package
EMW-2010-BZ-00013-501  Mew Mexico Border Patral  Buffer Zone Protection Program 01212011 - 01/21/2013  02/05/2011 00:00  Accepted wiard Package
EMW-2010-BZ-00014-501  New Mexico Border Patrol  Buffer Zone Protection Program 01/21/2011 - 01/21/2013  02/05/2011 00:00  Accepted rd Package

T

Locate the award that you are looking for. If you do not see it listed on the screen, click the Search
button or use the Quick Filter options to find it.

Click the Review Award Package link for the award you want to review
» The Review Award Package screen will be displayed
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EZ preferences | !B Provide Feedback | 'BHowTo | !B Help | & Logout :john smith

Applications r I Mail Center = E

Review Award Package

Overview Your grant application has been been selected for an award, & summary of the zward package is provided below by section for your review, To review 2 section, click the
Sl e zpproprizte link under the Adtion column. When you are finished, select the appropriste ststus option and click the Save and Continue button.

Revisions/Amendment Requests

MNeve Mexico Border Patral, Avard Numbsr: EMW-2010-E2-00026-501
Performance Reports

Program Mame: Buffer Zone Protection Program Tetal Cost Approved:  $587,000.00
il EE T R Year: 2010 Federl Shars: S3E7,000.00
Project Pericd of o 21 i =2
Perfarmance: 01/21/2011 o 01/21/2013 Applicant Share: .00

View: Applicstion Detsils | Award Detsils | Award Package

Award Package Section
Awviard Letter

Agresment Arficles
Obligating Document

Status

' Accept Award Package { Decline Award Package

& G2 @@ 4 IV-B D

{4000 characters lft)

Go Back I Save | Save and Continue

Digital Signature

[ Return to Award Packages ] [ Print &ward Package ]

4  Click the View links to view the sections of the award

After reviewing all the sections of the award, you can select to Accept or Decline the award package
I. If you decline the award, enter the reason for declining it in the Comments box

6 Click the Save and Continue button
» The Accept Award Package Confirmation screen or the Decline Award Package

Confirmation screen will be displayed, depending on whether you accepted or declined the Award
Package



QALY

Grantee Training Manual - 48 -

[Ed Preferences IE Provide Feedbadk IE How To 1@ Help Logout :john smith

L+ IR

Grants Management | Organization | Mail Center

Accept Award Package Confirmation

EUETED You have selected to accept the award package provided below, To cancel, dlick the Go Back button. To continue and accept the package, enter your password and click the

Award Packages Submit button,
S—

S s Fields marked with = are required.

Perfarmance Reports

11954 Standard Forms Mews Mesico Border Patrol, Awiard Number: EMVW-2010-EZ-00026-501
Program Name: Buffer Zone Protection Program Tetal Cost Approved:  $587,000.00
Year: 2010 Federal Share: S587,000.00
Project Period of - _— -
Performance: 01/21/2011 to 01/21/2013 Applicant Share: .00

View: Application Details | Award Detsils | Award Package

Award Package Section Action

Awiard Letter
Agreement Articks View
Obligating Document View

== X @@ A T-E D

{4000 characters left)

Digital Signature

By checking the box below and providing your p i, you are providing your digital signat

* Passwaord:

-7 1 Laurs Ingles, or my designes accept the above award package(s) and am hereby providing my signature on this day of 03/16/2011,

GoBack | submi |

7  Sign and certify your acceptance or denial, then click the Submit button
» The Review Award Package Results screen will be displayed to confirm your acceptance or
denial
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23 Preferences | !Bl Provide Feedback | !B HowTo | !B Help | & Logout :john smith

Grants Management Organization Mail Center = E

Review Award Package Results

Overview

Award Packages

This Award Package has been accepted. All references to this application should include the following application number: EMW-2010-BZ-APP-00026. Plezse print and
keep a copy of this award package for your records,
Revisions/Amendment Requests

B New Mexico Border Patrol, Award Number: EMW-2010-BZ-00026-501

11994 Standard Forms Program Name: Buffer Zone Protection Program Total Cost Approved:  $587,000.00
Year: 2010 Federal Share: $3E7,000.00
Project Period of 1 b oy 7 -
Parfarmancs: 01/21/2011 w0 01/21/2013 Applicant Share: .00

View:  Application Details | Awsard Detsils | Award Package

Award Package Section
Award Letter
Agreement Articles
Obligsting Documant Visw

Status
Aveard Package Accepted

Digital Signature

Return to Award Packages Print Award Package

8 Click the Return to Award Packages button
» You will be returned to the Award Packages screen

MODULE 4: LESSON 2: VIEWING AN AWARD

Award Packages that have already been accepted or rejected by the Authorizing Official are listed with a
View Award Package link in the Action column.

1 Under the Grants Management tab, click the Award Packages left hand menu link
» The Award Packages screen will be displayed

2 Find an award from the list, and click the View Award Package link
» Depending on whether the award was previously accepted or rejected, the Review Award
Package Results screen will display a gray text box near the top of the screen indicating the status
of the Award Package.
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E3 preferences | !B Provide Feedback | !B HowTo | !B Help |

& Logout tjohn smith

Overview

Award Packages

Performance Reports

1199A Standard Forms

Revisions/Amendment Requests

Grants Management Organization Mail Center = E

Review Award Package Results

This Award Package has been accepted, All references to this application should include the following application number: EMW-2010-BZ-APP-00026. Plezss print and
keep a copy of this award package for your records,

New Mexico Border Patrol, Award Number: EMW-2010-BZ-00026-501

Program Mame: Buffer Zone Protection Program Tetal Cost Approved:  $587,000.00
Year: 2010 Federal Share: $3E7,000.00
Project Period of 917 oy 7 -

Parfarmancs: 01/21/2011 w 01/21/2013 Applicant Share: .00

View:  Application Details | Awsard Detsils | Award Package

Award Package Section  —Adtion_

Award Letter
Agreement Articles

igating Document

Status

Aveard Package Accepted

Digital Signature

Return to Award Packages Print Award Package

3 Click on the View link to view any sections of the award

NOTE: The Status section of the screen indicates whether your organization accepted
or rejected the award.

The Comments section states the reason why the award was declined (or
perhaps why the award was accepted)

4 Click the Return to Award Packages button
» The Award Packages screen will be re-displayed
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|MODULE 4: LESSON 3: SUBMITTING AN 1199A FORM (DIRECT DEPOSIT SIGN-UP FORM)

After you accept an Award Package, you must submit a current SF1199A Direct Deposit form for the
organization that accepted the Award Package. This must be done to ensure that the information
regarding your organization’s financial institution is correct.

1 Under the Grants Management tab click the 1199A Standard Forms left hand menu link

2 Click the link called ‘Click here to print a blank copy of the Standard Form 1199A". (This appears as
step 1 at the top of the screen)

EditProfle | Change Password | Logout

Logged in as: john smith
Grants Management | Organization | Mail Center Last Login 3/16/11 12:03 PM ER

1199A Standard Forms
Cvervizw Plezse follow these 4 steps to submit the SF1159A to FEMA:
Avard Packages

T e =S 1. Click hers to print 2 blank copy of the Standard Form 11554

Performance Reports 2, Verify/Complete the Payee section of the form

1199A Standard Forms
3. Have your bank complete the Financial Institution section of the form

4, Fax the completed form (with appropriste certification and signatures) to AskGMD Control Desk. The fax number is 202-786-5505.

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

3 Manually enter the requested information on the SF-1199A that you just printed
4 Bring the SF-1199A to your Financial Institution

I.  Have your financial institution fill out sections 2 and 3

Il. Have your financial institution sign the form

5 Fax the completed SF-1199A form (with appropriate certification and signatures) to FEMA. The fax
number is 202-786-9905

MODULE 4: LESSON 4: VIEWING AMENDMENTS FOR AWARD PACKAGES

Once you received an award package, you can make changes to it by submitting an amendment request.
Generally, there are two types of amendments: 1) one that requires a FEMA internal review or 2) one that
does not require a FEMA internal review. You cannot create an amendment combining amendment types
with approvals with those that do not require approvals.

The following types of amendments/changes can be requested through the system:

Period of Performance — requires FEMA internal review
Authorizing Official - requires FEMA internal review
Cost - requires FEMA internal review

Scope of Work - requires FEMA internal review

Other - requires FEMA internal review

Contact — does not require FEMA internal review
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1 To view amendments click on the Grants Management tab

2 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards

-52 -

Grantee Amendment Request

Amendments link,

Display: 10 20 50

Award Number
EMW-2010-EC -5
EMW-2010-EF-00020-501
EMW-2010-EP-00008-501
EMW-2010-EC-00014-501

EMW-2010-EP-00010-501
EM

01

010-BF-00008-501

EMW-2010-BF-00022-501
EMW-2010-BF-00025-501
EM )-LJA-00006-501

EMW-2010-PU-00004-501

Total Number of Records: 46

<Previous 12345 Next >

A list of zwizrds for which you may request amendment is provided belowr, Ta request 2n amendment, click the Request Amendment link under the Action column, To View a list of amendments crazted for an award, dick the Wiew

Quick Fitter: | All Programs

o] [ allvears |][ Al Statuses

vl (e

Program Hame

Emergency Operations Center Grant Program
Buffer Zone Protection Program

Emergency Management Performance Grants
Emergency Operations Center Grant Program
Emergency Management Performancs Grants
Buffer Zone Protection Program

Buffer Zone Protection Program

Buffer Zone Protection Program

Urban Areas Security Initiative Nonprofit Security Grant Program
Port Security Grant Program

Project Period

11/02/2009 -
11]23/2008 -
11]23/2003 -
01/31/2010 -
03312010 -
11/23/2003 -
11/23/2003 -
03/31/2010 -
14]23/2003 -
01/31/2010 -

11302012
11732011
11/22{2011
0132013
12312012
11732011
11/73{2011
01/31/2013
11/30/2012
11302012

Federal Shara
106,750.00
6,010.00
217,000.00
210,000.00
670,000.00
546,601.00
250,000.00
367,000.00
10,000.00
285,000.00

Status
Submitted
Pending Submission
Pending Submission
Approved
Approved
Submitted
Deniad
Pending Submission
Approved
Submitted

Request Amendment })View Amendments

RequEsT AT

Action

View Amendments

LAmendments

Endment mendments
View Amendments

dment | View Amendments

ieve Amendments
w Amendments

View Amendments

Export:@ ﬁ @ @

3 You can filter the awards shown on the screen by Program, Fiscal Year and Status

NOTE: The statuses that can be selected for filtering are: All Statuses, Pending Action,
Pending Submission, Released, Submitted, Approved, Denied, Deleted or No
Amendments

4  The View Amendments link will be displayed for any award that has at least one pending amendment,
indicating that you will not be able to submit another amendment until the pending amendment was

approved or denied.

5 To view amendments for an award, click the View Amendments link corresponding to the award
» The Grantee Amendment Requests screen will be displayed, listing all the amendments for the
award, including the Amendment Number, Date Submitted, Old and New Federal Share, Amendment
Type, Status and the actions you can perform.

NOTE: The Request Amendment link will be displayed for awards that have no
pending amendment requests, allowing you to create an amendment for the
award.
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Edit Profile

hange Password | Logout

Mail Center

‘Grants Management Organization

11 12:03 PM = ﬂ

Grant Amendment Requests

Br=R=n A summary of your amendment requests i provided below, To updste, delete or view a request, click the appropriate link under the Action column,

Awiard Packages

Revisions [ Amendment News Mexico Border Patrol, Award Number: EMW-2010-BZ-00001-501
Requests
. ) ,_ Approved Total .
D Program: Buffer Zone Protection Program Cot: =10,000.00 Year: 2010
Project Period §
LEt s Corme Federal Share: $10,000.00 of Performancs: 01/21/2011 - 01/21/2013 gﬁ:r"f"t 500
View: Applicstion Detsils | Award Detsils | Award Package
Total Humber of Records: 2
Display: 10
Amendment Number  Date Submitted  Old Federal Share($) New Federal Share($)  Amendment Type Status Action
001 10,000.00 NfA Cost Changs Pending Submission Update | Delete
00z 02/10/2011 10,000.00 10,500.00 Cost Change Submitted View

oot 2 T (W]

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

6 Click the View link next to the amendment you would like to review
» The View Grant Amendment Request screen will be displayed, allowing you to view your
submitted amendment request

[T Preferences | IE Provide Feedback | M HowTo | I!EHelp | 8 Logout :john smith

Grants Management | Organization | Mail Center B3

View Grant Amendment Request

EUETED Dietzils for the Amendment Request you selected are provided below,

Award Packages

Revisions/Amendment New Mexico Berder Patrol, Award Number: EMW-2010-B2-00001-501
Requests -
Program: Buffer Zone Protection Program Approved Totel oy ho.00 Year: 2010
Performance Reports Cost:
Praoject Pericd )
I S R Feders| Share: $10,000.00 of Performance: 01/21/2011 - 01(21/2013 gﬁ:rl'f"t 500

View: Application Details | Award Details | Award Package

Grant Amendment Request

“Select the Type of Amendment for which Internal Cost Change
review is required?

“Select the Type of Amendment for which Internal

review is not required?

1f you selected Period of Performance sbove, enter | Start Date: 01/21/2011 Existing End Date: 01/21/2013
News End Date:
New End Date:
Explain why you need this Amendment: mors SEEEEEE
Attachments:
[You may attach additional documentation to suppart this
smendmant)

Summary of Budget Changes

Budget Object Class old Cost Hew Cost Change Status Action
Budget S 10,000.00 S 10,500.00 Modified View
Total Cost Change: $500.00 Federal Share Change: 500,00 Hew Total Cost: 5 10,500.00 MNew Requested Federal Share: 5 10,500.00
Digital Signature

Signed and Submitted By john smith on 02/10/2011

7 Onthe Grantee Amendment Requests screen, click the Amendment Letter link if you would like to
read the amendment letter corresponding to your approved amendment request
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|MODULE 4: LESSON 5: CREATING AMENDMENTS FOR AWARD PACKAGES

You will only be able to create a new amendment if there are not any pending amendments or
deobligations for the award. Based on the amendment types selected, the appropriate application
sections will be available for you to update. You will also be able to upload attachments with the
amendments.

NOTE: Only the Authorizing Official can submit amendments.

1 Click the Grants Management tab at the top of the screen

2 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards with amendments

Grantee Amendment Request

# list of awards for which you may request amendment is provided below. To request an amendment, click the Reguest Amendment link under the Action column, To View = list of amendments crested for an award, dlick the Viaw
Amendments link.

Total Number of Records: 46

Display: 10 20 50 Quick Fiter: | All Programs ][ A1 Years || | all Statuses =

Award Number Program Hame Project Period Federal Share Status Action
EMW-2010-EQ-D0005-501 Emergency Operations Center Grant Program 11022003 - 11(30/2012 108, 750,00 Submitted View Amendments
EMW-2010-EF-00020-501 Buffer Zone Protection Program 11232003 - 11(23/2011 6010.00  Pending Submission v Amendments
EMW-2010-EP-00D0E-501 Emergency Manzgement Performance Grants 1123/2005 - 11{22/2011 217,000.00  Pending Submission View Amendments
EMW-2010-EQ-D0014-501 Emergency Operations Center Grant Program 01312010 - 01/31/2013 210,000.00 Approved Request Amendment | Vi
EMW-2010-EP-00010-501 Emergency Management Performance Grants 03/31/2010 - 12312012 £70,000.00 Approved Request Amendment | Vie
EMW-2010-BF-00008-501 Buffer Zone Protection Program 11/23/2008 - 11/23/2011 546,601.00 Submitted v
EMW-2010-BF-00022-501 Buffer Zone Protection Program 112312003 - 11{23/2011 250,000.00 Denied Request Amendment | View Amendments
EMW-2010-BF-00023-501 Buffer Zone Protection Program 03/31/2010 - 01f31/2013 367,000.00  Pending Submission View Amendments
EMW-2010-UA-D000E-501 Urban Arsss Sacurity Initistive Nonprofit Security Grant Program 11232003 - 11{30/2012 10,000.00 Approved Viewi Amendments
EMW-2010-PLU-00004-501 Port Security Grant Program 01/31/2010 - 11/30/2012 255,000,00 Submitted View Amendments

< Previous 1234 5 Next » Export:@ @ @ @
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NOTE: If there is an outstanding deobligation for the award, you will not be able to
create a Cost Change or Scope of Work Change amendment.

3 To create an amendment click on the Request Amendment link next to the award for which you would
like to create the amendment
» The Create/Update Amendment Request screen will be displayed, allowing you to enter
details about the amendment request

B4 Preferences | B Provide Feedback | !B HowTo | B Help | & Logout :john smith
Grants Management | Organization | Mail Center (—J[]
Create/Update Amendment Request
Cverviewn Te request an extension in your project pericd, enter the new end date in field provided below, To submit your amendment, sign in the spece provided below and dlick on the
Award Packages Save and Continue button,
iEEs = @ To change your scope of work, cost, contacts, or address you need to update your award by clicking the Modlifyr Awardbutton below. You can only select amendment
¥ type(s) for which, etther the internal review is required or the internal review is not required,
Perfarmance Reports
11994 Standard Fol
nesreerms New Mexico Border Patrol, Award Number: EMV/-2010-BZ-00007-501
Program: Buffer Zone Protection Program ;g:;al&d Totel $200,000.00 Year: 2010
Project Period appicant
Federal Share: 200,000.00 of Performance: 01/21/2011 - 01/21/2013 i =00
View: Applicstion Detzile | Award Detzis | Award Packzge
Grant Amendment Request
“Selectthe Type of | [ poriog of Performancs Change ™ Cost Change [T Scope Of Work Change
Amendment for I a ~ Il N c - C
TR T Authorizing Official Change Signing Authority Change Other Chenge
review is reguired?
“Select the Type of I_ Contact Change
Amendment for
wehich Internal
review is not
required?
1 you sslected Start Date: 01/21/2011 Existng End Date: 01/21/2013
Pericd of
Performance above, Mew End Date: E
enter New End
Diate:
* Explain why you === v wm Tm (@ AR —
o B I U |sEE=EEEC = A R BEm &N IV-BLD
Amendment:
Attachments:
{Y'ou may attach additional decumentation to suppert this
Add Attachment |
Medify Award
Go Back I Savel Save and Continue I

4  Fill out all required fields, including your explanation to request the amendment
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NOTE: You can select multiple amendment types, but you cannot combine the Contact
Change amendment type with any other amendment type for the same
amendment. If you need to create both a Contact Change amendment and
another amendment, create the Contact Change amendment first as this type
of amendment will be approved automatically.

5 Click the Modify Award button to update the appropriate section(s) within the award as well
» The Application Status screen will be displayed, listing the different application sections

NOTE: Sections that will need to be updated will indicate a status of “incomplete” on
the individual application section screens.

6 To update the an application section, click on the corresponding Update link next to the application

section
= = Edit Profile ange Passy i Logout :grantee grou
Transit Security Grant Program < L —
Applications | Grants Management Organization Mail Center BR
it Application
Owverview
. Each saction of your application to FEMA is listed belows, If any required information is missing from a saction its status viill be listed as incomplete.
Applicant Informatian — To complets your smendment, click the Upelste link beside the Incompiste sactions, Oncs you are finishad, dick the Returm fo Amendment Request button to go the
Project Information amendment request.
Budget Application Area Status Action
Attachments Overview Eompisted e
Assurances and Certifications Contzct Information $
Amendment Summary Applicant Information Completed Viewi
Project Information Completed Viewe
Budgst Completed
Print Application
e Attachments Completed
Assurances znd Certifications Completed
Return to Amendment Request

FEMA | Provide Fesback | How To | Glossary | Help | Privacy Statement

7 After updating the necessary information on the application section, click the Save and Continue
button to continue to the next application section

NOTE: If a section is not editable, there will be a Continue button to navigate you to the
next section.

8 Once all the required sections have been updated, click the Amendment Summary left hand menu
link
» The Submit Application screen will be displayed, indicating all the application sections with their
appropriate status, (Completed or Incomplete) and a link to View or Update the section. You will need
to make sure that all sections show completed prior to returning to the Create/Update
Amendment Request screen.
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Fri
]
<
>

EditProfle | Change Pa: { Logout :grantee group

Organization Mail Center = ﬂ

it Application

Overview
Contact Information Each section of your application to FEMA is listed below. If amy required information is missing from a section its status will be lsted 2s incomplete.

Applicant Infarmation @ To complete your amendment, dick the Updsielink beside the Incomplate sections. Once you are finished, dick the Refurm fo Amendment Request button to go the

Project Information amendment request.

Budgst Application Area Status Action

R E Overview Completed View

Assurances and Certffications ErE R I Completed View

Amendment Summary Applicant Information Completed View
Project Information Completed iew
Budgst Completed

Print Applicati
LLbs =it Aftachments Completed View

Assurances and Certifications Completed View

Return to Amendment Reguest

FEMA | Pravide Feeback | How To | Glossary | Help | Privacy Statement

9 Click the Return to Amendment Request button
» The Create/Update Amendment Request screen will be re-displayed
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' Help

Grants Management

‘Organization

Owerview

Awiard Packages
Revisions/ Amendment
Requests

Performance Reports
1134 Standard Forms

Create/Update Amendment Request

To request an extension in your project pericd, enter the new end date in field provided below, To submit your amendment, sign in the spece provided below and dlick on the
Save and Continue button,

o

Ta change your scope of work, cost, contacts, or address you need to update your award by dlicking the Moalify- Awarg’button below. You can anhy select amendment
type(s) for which, sther the internal review is required or the internal review is not required.

New Mexico Border Patrol, Award Number: EMVW-2010-BZ-00007-501

Program: Buffer Zona Protection Program P‘pprf"""‘d ot a0, 000.00 Yaar: 2010
Project Pericd Anplicant

Federal Share: $200,000.00 of Performance: 01/21/2011 - 01/21/2013 e .00

View: Application Details | Award Details | Award Package

Grant Amendment Request

“Select the Type of | 7] periog Of Performance Change ¥ CostChange ™ scope Of Work Change
Amendment for

¥ Authorizing Officisl Change I signing Authority Change [ other Change

which Internal
review is required?
“Select the Type of
Amendment for

7 contact Change

wihich Internzl
review is not
required?

¥ you selected
Pericd of
Performance sbove, Mews End Date: E
enter New End

Start Date: o1/21/2011 Exdisting End Date: o01/21/2013

* Explain why you
need this
Amendment:

B I U AR @M ALY Y-B O

test

Attachments:
{Y'ou may attach additional documentstion to su

amendment) Add Attachment
Modify Award
Summary of Budget Changes
Budget Object Class Old Cost Hew Cost Change Status Action
Budgst 5 200,000.00 S 200,000.00 Not Modified View

Go Back I Savel Save and Continue I

10 Click the Save and Continue button on the Create/Update Amendment Request screen
» The Submit Amendment Request Confirmation screen will be displayed
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@ Logout :john smith

ABER

'Bl Provide Feedbadk '8 How To

'E Help

E3 Preferences

Mail Center

Organization

bmit A d t R t Confirmation

Overview The information you entered i provided below. Pleass verify that the information is correct and then press the Submit Amendment Request button, Te modify this request, press

award Packages the Go Back button.

Revisions/Amendment
Requests New Mexico Barder Patral, Award Number: EMW-2010-BZ-00007-501
Performance Reports Program: Buffer Zone Protection Program pég;fo""zd o= 00,0000 Year: 2010
11534 Standard Forms Project Period Anpicant
Feders| Share: £200,000.00 of Performance: 01/21/2011 - 01/21/2013 i, .00

View: Application Detsils | Award Detaik | Award Package

Grant Amendment Request

~Select the Type of Amendment for which Internal Cost Changs
review i required?

“Select the Type of Amendment for which Internal

review i not required?

If you selected Pericd of Performance above, enter | Start Date: 01/21f2011 Existing End Date: 01212013
News End Date:
News End Diate:
Explain why you nesd this Amendment: test
Attachments:

y attach additional documentaticn to support this

{You m.
ame ent)

Summary of Budget Changes

Budget Object Class old Cost Hew Cost Change Status Action
Budget S 200,000.00 $ 200,567.00 Modified View
Total Cost Change: S$557.00 Federal Share Change: $567.00 New Total Cost: $ 200,557.00  New Requested Federal Share: 5 200,557.00

Digital Signature/Certification

By checking the box below and providing your p d, you are pi g your digital sig

= Password :I' hd

= I, Laura Ingles, or my designes am hereby providing mvy signaturs for this application as of 16-Mar-2011

Go Back Submit Amendment Request I

11 Sign and certify the request by entering your password and checking the certification checkbox then
click the Submit Amendment Request button
» The Submit Amendment Request Results screen will be displayed

12 You can print the Amendment Request by clicking the Print Amendment Request button
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You have d your
pressing the Print Amendment Reguest button belovr.

requast to FEMA for approval. You mamy now print a receipt of this requast, which you should keep for your records, by

Requests
Performance Reports
11594 Standard Forms

Mew Mexico Border Patrol, Award Number: EMW-2010-EZ-00007-501

Program: Buffer Zone Protection Program “:ppr_""'ad Total

Project Period

Federal Share: $200,000.00

View: Application Details | Award Details | Award Package

$200,000.00 Year: 2010

of Parformance: 01/21/2011 - 01/21/2013 Applicant .00

Share:

Grant Amendment Request

“Select the Type of Amendment for which Internal

revisw is required?

~Select the Type of Amendment for which Internal

review is not required?

If you selected Pericd of Performance sbove, enter | Start Date:
Mews End Date:

o1/21/2011

New End Date:
Explain why you need this Amendment: test
Attachments:
{Y'ou may attach additional documentation to support this
amendment)

Summary of Budget Changes

Cost Change

Existing End Date: 01/21/2013

Budget Object Class 0ld Cost

MNew Cost Change Status Action

Budget $ 200,000.00

Total Cast Change: $557.00 Federal Share Change: $567.00

$ 200,567.00 Modified Viewr

Mew Total Cost: 5 200,567.00 Mew Requested Federal Share: § 200,557.00

Digital Signature

Signed and Submitted By john smith on 03/16/2011

Return to Amendment Requests I Print Amendment Request

13 To view all amendment requests click the Return to Amendment Requests button
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|MODULE 4: LESSON 6: UPDATING AMENDMENTS

NOTE: You can only update amendments with the status of Pending Submission or

Released.

1 To update amendments click on the Grants Management tab

2 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards

3 Enter the Quick Filter criteria Pending Action, then press the Go button. All awards with an action of
Pending Submission will be displayed.

E3 preferences !B Provide Feedback | !B How To

B Help |

& Logout :john smith

AR

Overview

Awviard Packages
Revisions/ Amendment
Requests

Performance Reports

1199A Standard Forms

Grants Management Organization Mail Center

Grantee Amendment Request

A list of awards for which you may request amendment is provided below. To request an amendment, dlick the Request Amendment link under the Action column, To View a list of
amendments created for an award, dlick the View Amendmenis link.

Total Humber of Records: 2

I=| | All ¥ezrs (=] | Pending Action

Display: 10 Quick Filter: I All Programs LI Gnl

Award Number Program Name Project Period 'Sehaderal Amendment Type Status Action
re
13011 - Cost - - .
EMV-2010-EZ-00226-501 Buffer Zone Protection Program | D21/ 201L £919,915.00 Change, Period Of Performance Pending |\ Amendments
01212013 Change Submission
10/01/2010 - Cost Changs, Peried Of Perfo Pendi
EMW-2011-5F-00001-501 SF424 Program - $10,000.00 =nas e rmenes "8  View Amendments
10/30/2011 Changs, Scops Of Work Changs Submission

eport: [ T W] )

4  Click the View Amendments link corresponding to the award you would like to update
» The Grant Amendment Requests screen will be displayed, showing all the amendments

associated with the award

Overview
Award Packages

Revisions/Amendment
Requests

Perfarmance Reports
1134 Stzndard Forms

Edit Profile |

Change Password |
Logged in as: john smith
Last Login 3/16/11 12:03 PM ) [ [}

Logout

Grants Management Organization Mail Center

Grant Amendment Requests

A summary of your amendment requasts is provided below, To update, delets or view 2 requast, click the appropriste link under the Action column.

New Mexico Border Patral, Award Number: EMW-2010-BZ-00228-501

Program: Buffer Zone Prosection Program ;g;rf'”*d Tetl cois515.00 Year: 2010
Praject Peried Applicant
Federsl Share: £915,519.00 of Performance: 01/21/2011 - 01/21/2013 Sr"’:rfja" 500
View: Application Details | Award Detsik | Award Package
Total Humber of Records: 1
Display:10
Amendment Number Date Submitted Old Federal Share($) New Faderal Share($) Amendment Type Status Action

001 315,515.00 NfA Cost Change Period Of Performance Change  Pending Submission | Updats | Delete

oot 28 T (3]

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement
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5 Click the Update link corresponding to the amendment with the status of Pending Submission or
Released

» The Create/Update Amendment Requests screen will be displayed, allowing you to review
and update the amendment request

6 Modify the amendment request and if necessary modify the appropriate section of the application as
well by clicking the Modify Award button on the screen.

7 Once you updated the amendment, click the Save and Continue button on the screen
» The Grantee Amendment Request screen will be re-displayed listing the amendment you just
updated with the status of Pending Submission or Released

MODULE 4: LESSON 7: DELETING AMENDMENTS

1 To delete amendments click on the Grants Management tab

2 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards

NOTE: You can only delete amendments with the status of Pending Submission or
Released.

3 Click the View Amendments link corresponding to the award you would like to delete
» The Grant Amendment Requests screen will be displayed, showing all the amendments

associated with the award

EditProfle | Change Password | Logout
Logged in

i
Grants Management Organization Mail Center Last Login 3/16/11 12:03 PM BR

Grant Amendment Requests

S A& summary of your smandmant raquasts s provided below. To updsts, delste or view 2 requast, cick the sppropriste fink under the Action column.

Awizrd Packages

Revisions/Amendment New Mexico Border Patrol, Award Number: EMW-2010-BZ-00228-501
Requests E—
o —— Program: Buffer Zone Protzcion Program :‘:g:tr:""' Tt o19,519.00 Year: 2010
Praoject Pericd )
11594 Standard Fol
nesre s Feders|Shars:  5313,913.00 of Performance: D1/21/2011 - 0L/21/2013 ;E:r":a"t .00
View: Application Details | Award Details | Award Package
Total Humber of Records: 1
Display: 10
Amendment Number Date Submitted Old Federal Share($) New Federal Share($) Amendment Type Status Action
001 913,915.00 NfA Cost Change Period Of Performance Change  Pending Submission  Update | Delste
eport: 2 B (W] &

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

4  Click the Delete link corresponding to the amendment with the status of Pending Submission or
Released
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» The Delete Grant Amendment Request screen will be displayed

E3Z Preferences | !E ProvideFeedback | !B HowTo | !B Help | @ Logout:grantee group

Applications | Grants Management | Organization | Mail Center (7]

Delete Grant Amendment Request

Overview You have sslected to delete the following i Request, To cancel, click the Mo button. To continus, click the Ves button,

Aveard Packages Pat Vendor test, Award Number: EMVW-2010-BF-00093-501

Revisions/ Amendment Program: Buffer Zone Protection Program 'E‘Cpp’f"""‘d Totzl <) con.00 Year: 2010
Project Pericd Appicant

11934 Standard Forms Federal Shars: 51,000,00 of Performance:  11/23/2011 - 11/23/2011 Sf?:rn- 500

View: Application Detsils | Award Detzils | Award Package

Grant Amendment Request

-Select the Type of Amendment for which Internal | Authorizing Official Change
rewiews is required?

“Select the Type of Amandment for which Internal

rewiew is not required?

If you selected Period of Performance sbove, enter | Start Date: 11/23/2011 Existing End Date: 11232011
New End Date:
Nevi End Date:

Explain why you nesd this Amendment:
tewit

Attachments:
(¥ou may attach additional documentation to support this
amendment)

Digital Signature
Signed and Submitted By M/A on NfA

Are you sure you want to delete this request?

5 Click the Yes button on the bottom of the page

» The Grant Amendment Request screen will be re-displayed, listing the amendment with the
status of Deleted

Grant Amendment Requests

Cverview A summary of your amendment requests is provided below. To update, delete or view a request, dlick the appropriste link under the Action column.
Aviard Packages

Revisions/ Amendment Mew Mexico Border Patrol, Awiard Number: EMW-2010-BZ-00228-501
Requests
. - Approved Total §
T Program: Buffer Zone Protection Program Cost: F91%,515.00 Year: 2010
Project Peried .
11994 Standard Fol
nesre s Feders/Shars:  5919,313.00 of Performance: D1/21/2011 - 01/21/2013 Applcant .00
View: Application Details | Award Details | Award Package
Total Humber of Records: 1
Display: 10
Number  Date i 0ld Federal Share($) Mew Federal Share($) Type __Status _ Action
001 519,519.00 N/& Cost Change Period Of Performance Change @Jisw

oot 2 T (W] B

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

MODULE 4: LESSON 8: VIEWING PERFORMANCE REPORTS

Once you accept an Award Package, the required performance reports will be displayed for you to use for

reporting. For each required report, you will be able to upload the report document, enter your comments
and submit it to FEMA for review.
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/) FEMA

The performance reports will only be viewable on the first day of the reporting start date and can be
submitted as early as the first day after the reporting end date. The performance reports will be due 30
calendar days after the reporting end date.

The reporting frequency can vary, depending on the grant program from Annual Calendar, Annual Fiscal,
Semi-Annual, Quarterly and None. You will be required to submit a Final Report that covers the period
between your last reporting end date until the project end date.

1 Under the Grants Management tab, click the Performance Reports left hand menu link
» The Review Performance Reports screen will be displayed, showing all the performance

reports pending action, which will include reports with a status of Pending Submission or Released
Edit Profile |

Logged in as: john smith
Last Login 3/16/11 12:03 PM —[~]

Change Password |

Logout

‘Grants Management Organization Mail Center

Review Performance Reports

SR A list of the performance reports for your awards is provided below, You need to review, update, and submit the pending reports,

Awiard Packages

Revisions/ Amendment Requests Total Humber of Records: 9

Search |

Performance Reports Display: 10 Quick Fitter: | All Programs =l I All Years = Ipending Action = EI
1199A Standard Forms
Award Number [} izati og) Report Type Reporting Period Due Date Status Action
EMW-2011-SF-00001-501 BTC Cansulting SF424 Program Quarterhy 01012011 - 03/30/2011 04/29/2011  Pending Submission  Updats
EMW-2011-SF-00003-501 New Mexico Border Patral SF424 Program Quarterhy 01012011 - 03/30/2011 04/29/2011  Pending Submission
EMW-2011-SF-00018-501 MNewi Mexico Border Patrol SF424 Program Quarterhy 01/01/2011 - 03/30/2011 04/29/2011  Pending Submission | Update
EMW-2011-SF-00027-501  Mew Mexico Border Patrol SF424 Program  Quartery 10/01/2010 - 12/31/2010 01/30/2011  Pending Submission  Updszts
A-2011-SF-0D028-501 Mewr Mesico Border Patral SF424 Program  Quarterly 10/01/2010 - 12312010 01/30/2011  Pending Submission  Updsts
2011-SF-00022-501  Mew Mesico Border Patral SF424 Program  Quarterly 01/01/2011 - 03/30/2011 04/29/2011  Pending Submission  Ups
EMW-2011-SF-00033-501 MNewi Mexico Border Patrol SF424 Program Quarterhy 10/01/2010 - 12/31/2010 01302011  Pending Submission | Up
EMW-2011-SF-00036-501 MNewi Mesxico Border Patrol SF424 Program Quarterhy 107012010 - 12/31/2010 01/30/2011  Pending Submission U
EMW-2011-SF-00038- 501 Newr Mexico Border Patral SF424 Program Quarterhy 01012011 - 03/30/2011 04/29/2011  Pending Submission  Updats

oot 2 T (W] &

FEMA | Provide Feedback | How

To | Glossary | Help | Privacy Statement
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will not be shown on this screen until the reporting start date occurs.

NOTE: On the reporting start date, a performance report with a status of Pending
Submission will be displayed on this screen for the grantee to update. Reports

2 Click the View link for the corresponding award

» The View Performance Report screen will be displayed, showing the performance report that

was submitted in a read-only format

View Performance Report
The detsils of the performance repart are displayed below,
Southern Organization : EMW-2010-RA-APP-00DE3
Name {Email}: grante= group{ndgrants-gz@reisys.com) Address: 955 Test St Fed. Shars Ratio: 100.00%
Phone [ Fax: (302) 123-5554/(303) 111-2222 City, State, Zip: Seattle, WA 12345 Total Cost: £20,000.00
EIN: 15-2837485 Program: Transit Secuwrity Grant Program Applicant Share: =.00
Populstion: Panel Score: Federal Shars: £20,000.00
Viewi: Aveard Package | Comments History | Panel Summary | Application Detsils
Performance Report
Report Type: Quarterly
Reporting Start Date: 04/01/2010
Reporting End Date: 06/20/2010
Report Due Date: 07/20/2010
Attachments: 1 Central BEZZP Performance Report.dac
Comments: This is our Quarter 1 Performance Report
Report History
Action Action Date Action By ‘Comments Attachments
Submitted 05/02/2010 Grantes Group3 This iz cur Q1 report Q1 Report.doc
Released 05/10/2010 Program Manager Plezse updats this report.
Submitted 05152010 Grantse Group3 This is our Quarter 1 Performance Report. 1 Central BZZP Performance Report.doc
[ Rewiew Additional Performance Reports ]

submitted by the Grantee and released by the Program Manager.

NOTE: The Report History section will contain a record for each time the report was

MODULE 4: LESSON 9: UPDATING AND SUBMITTING PERFORMANCE REPORTS

Once the reporting period begins, you will be able to update the performance report displayed on the

Review Performance Reports screen.
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1 Under the Grants Management tab, click the Performance Reports left hand menu link
» The Review Performance Reports screen will be displayed, showing all the performance
reports with a status of Pending Submission or Released

2 Click the Update link next to the corresponding award number
» The Update Performance Report screen will be displayed

Update Performance Report

Plezse enter the following information and dlick the appropriste button below,

Mote: Fields marked with an * zre required,

Southern Organization : EMW-2010-RA-APP-DD0S3

Name {Email}: grantes group{ndgrants-geEreisys.com) Address: 999 Test St F=d. Shars Ratio: 100.00%

Phane | Fax: (303) 123-5554/(303) 111-2222 City, Stzte, Zip: Seatle, WA 12345 Total Cost: £20,000.00

EIN: 152837465 Program: Transit Secwrity Grant Program Applicant Share: 5.00

Populstion: Panel Score: Federzl Share: £20,000.00
View: Awiard Package | Comments History | Panel Summary | Application Details

Performance Report

Report Type: Cuarterly

Reporting Start Date: 04/01/2010
Reporting End Date: 08/20/2010

Report Due Date: 07/30/2010

* Attschments: Add Attachments
Comments:

[ Go Back ] [ Save ] [ Submit ]

Upload your performance as an attachment by clicking the Add Attachments button

4  Enter any comments under the Comments text box, then click the Submit button
» The Performance Report Submission Confirmation screen will be displayed, showing the
details of the Update Performance Report screen in a read-only format

NOTE: If you upload your performance report during the reporting period, you will not be
able to Submit the report, but you will be able to Save your work by clicking the
Save button; the Submit button will only appear after the reporting end date.

MODULE 4: SUMMARY

After completing this module, you should be able to review an award that was granted and accept or
decline the award as well as view each section of the Award Package. In addition, you should know the
process for submitting an SF-1199A Direct Deposit Form to FEMA, how to create an amendment to
update your award package, and how to view and submit a performance report.



ST

@ FEMA Grantee Training Manual -67 -

S

MODULE 5: MAIL CENTER

MODULE 5: OVERVIEW

The Mail Center allows Grantees to view previous emails and to send new emails. When using the ND
Grants Mail Center, you can only send emails directly to the DHS/FEMA Help desk. To send an
application to an outside user you must copy (“CC”) the users. To access the Mail Center, click the Mail
Center tab at the top of the screen.

MODULE 5: OBJECTIVE

At the end of this module, you will be able to:
e Review received malil

e Compose email (contact Help Desk)
¢ Review email saved as drafts

MODULE 5: LESSON 1: VIEWING RECEIVED MAIL

NOTE: Emails are sent to grantees at various stages of the grant cycle. These emails
are usually sent by the system, or due to actions taken by FEMA reviewers.

You will receive all emails sent by a FEMA user, which relate to applications
where you are listed as the Primary Contact. You can also receive these emails if
you are on the CC List.

1 Click the Inbox left hand menu link
» Your Inbox screen will be displayed. The screen lists all your incoming emails.

EditProfle  § an rd | gout

ng
Logged in as: grantee group
Applications | Grants Management | Organization | Mail Center Last Login 9/10/10 10:39 AM (—Nr]

Inbox
Inbox A list of received email messages is provided below. Unread mail is displayed in bold. To read an emal, click the subject. To send new
Drafts mail, click the Compaose link from the left hand side navigation.
Sent
e Total Number of Records: 1166

Display: 10 20 50 100 200
Date From Subject
09/10/2010 11:14 ndgrants-ga@reisys.com Access Privileges for Kentucky Dam Safety Granted
09/10/2010 10:51 ndgrants-ga@reisys.com Test

09/09/2010 14:22 ndgrants@fema.gov Organization Address Change Amendment completed
09/09/2010 14:11 ndgrants@fema.gov Organization Address Change Amendment completed
09/09/2010 14:11 ndgrants@fema.gov Organization Address Change Amendment completed
09/09/2010 14:09 ndgrants-ga@reisys.com Award Notification
09/09/2010 12:18 ndgrants@fema.gov Application Received:EMW-2010-BF-APP-00287

09/03/2010 16:11 ndgrants-qa@reisys.com Access Privileges for Darren Test Granted

09/01/2010 14:51 ndgrants-ga@reisys.com Award Notification

09/01/2010 13:53 ndgrants@fema.gov Application Received:EMW-2010-BF-APP-00284
123...117 Next >
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NOTE: The Subject link will appear in bold font for unread mail.

2 Click on a Subject link to review the email
» The email will be displayed on the View Message screen
3 Click the:
e Reply button to reply to the email
¢ Next Message button to read the next email message in the Inbox
e Previous Message button to go back to the previous email message in the Inbox
e Go Back button to return to the Inbox

MODULE 5: LESSON 2: COMPOSING AN EMAIL (CONTACTING THE HELP DESK)

1 Click the Compose left hand menu link
» The Compose Message screen will be displayed

NOTE: The Contact under the “To”field is automatically set for the FEMA Help
Desk.

2 Select the organization on whose behalf you are sending the email. (This is particularly important in
case you belong to more than one organization.)

3 Enter the subject of your email in the Subject box, then enter the text of the email message in the
Message Body box

4  Click the Select Contacts button to select contacts to receive a copy of the email
» The Manage Contacts screen will be displayed. The screen lists contacts for the organizations
to which you belong.

ND Grants references | !Bl Provide Feedback | !B HowTo | !B Help | & Logout sjohn smith
Applications Grants Management Organization Mail Center = E
Manage Contacts
Inbox & list of contacts for your arganizstion i provided below, To updste or delete = contact, click the appropriste ink under the Action column, T 2dd 2 new contact, cick the Al
Drafis Contact button.
Sent
Total Humber of Records: 23
(D Display:10 20 50
Select Hame Title Email Business Phone System User Status
Il john smith Ms bnwugwo@femasadis.com (703) 555-5555 Yes Active
r Jane DeWitt Mrs ndgrants@reisys.com (527} 340-0000 No Active
- Jo= Plumber Mr. ndgrants@reisys.com [555) 444-5500 No Active
- John Dos Mr. dsesger@femasadis.com (888) 726-5243 o Active
- Arncld Schwarzensgger Signing Authority training@sxyz.gov (202) 555-1234 Ne Active
- Lzurs Ingles Adrministrator Laura.Ingles@test.com (654) 654-5870 Mo Active
Il a smith ms user@yshoo.com (DD 00O0-0000 Ne Active
- Mariano Rivera Closer cutter@ruthbuilt.com (212) 442-4245 No Active
- Treasurer 5745 @terdy.com (777} 777-7777 No Active
- e Governor governor@wa.gov (505) 555-1234 No Active
123 MNads Export : @ @ @ @
OracleSP: An error cccurred, Consult your applicationsystem or for support. Prog should consider setting the init-param debug_mode to “true” to ses the
complete exception message.
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NOTE: You may remove any listed CC: Contact by clicking the Remove link next
to it.

5 Select any of the listed Contacts and click the Select Contacts button.
» You will be returned to the Compose Message screen. The CC: Contacts section will list the
contacts you selected

6 Click the Send Message button to send the email
» The View Message screen will be displayed to confirm that the email was sent

NOTE: You can also click the Save As Draft button to save a copy of the email in
the email drafts list. The Draft Mail screen will then be displayed, listing all
emails you saved as drafts.

) Edit Profile  § Change Password |
Logged in as: Grantee Lastname
IR

Last Login 8/27/09 1:15 PM

Logout

Applications Grants Management | Organization Mail Center

Draft Mail

Drafts A list of draft messages is provided below. To view the details, click the subject. To send draft mail, click the send link under the Action column.

Total Number of Records: 2

Display: 10
Date To Subject Action
08/27/2009 05:33 ndgrants-qa@reisys.com Subject Send Message
08/04/2009 10:55 ndgrants-ga@reisys.com sdf Send Message
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MODULE 5: LESSON 3: REVIEWING EMAILS SAVED AS DRAFTS

1 The Drafts folder contains emails that were composed and saved, but not sent

2 Click the Drafts left hand menu link

» The Draft Mail screen will be displayed, listing all the mails that you saved as drafts, when
composing the emails

3 Click the:
e Send Message link to immediately send the draft email, without reviewing it

e Subject link to review the corresponding email draft before sending the email

MODULE 5: LESSON 4: REVIEWING EMAILS PREVIOUSLY SENT BY YOU

1 Click the Sent left hand menu link
» The Sent Mail screen will be displayed, listing all the emails you have sent
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ND Grants Edit Profile | Change Password | Logout
Logged in as: Grantee Lastname
Applications | Grants M g i Mail Center Last Login 8/18/09 5:03 PM R
Sent Mail
Inbox You have successfully sent the following email. To create additional emails, click the Compose Mail button below.
Drafts
Total Number of Records: 6
et Display: 10
Compose Date To Subject
08/09/2009 03:52 ndgrants-qa@reisys.com Access Privileges for BTC Consulting Granted
08/09/2009 03:49 ndgrants-ga@reisys.com Access Privileges for BTC Consulting Granted
08/09/2009 03:44 ndgrants-qa@reisys.com Access Privileges for Trohrwasser's & Associates Granted
08/09/2009 03:43 ndgrants-qa@reisys.com Access Privileges for D St International Granted
08/09/2009 01:44 ndgrants-ga@reisys.com Re: Application Received:EMW-2009-EP-APP-00005
08/04/2009 04:08 ndgrants@reisys.com Access Privileges for REI Systems Inc Granted
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2 Click the Subject link to review the corresponding email
» The corresponding email will be displayed

3 Click the:
e Resend button to resend the email message
¢ Next Message button to read the next email message under Sent Mail
e Previous Message button to go back to the previous email message under Sent Mail
e Go Back button to return to the Sent Malil list

MODULE 5: SUMMARY

After completing this module, you should be able to view emails you received, review emails previously
sent by you, compose and send emails, save emails as drafts, retrieve draft emails and send draft emails.



